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Bedford  Air  Force  Station,  VA  24523 
Cape  Charles  Air  Force  Station,  VA  23310 
Ft  Lee  Air  Force  Station,  VA  23801 
Langley  Air  Force  Base,  VA  23665 


Kwangju  Air  Base,  APO  San  Francisco  96324 
Osan  Air  Base,  APO  San  Francisco  96570 
Taegu  Air  Base,  APO  San  Francisco  96213 


WAKE  ISLAND 

Wake  Island  Air  Force  Base,  APO  San  Francisco  96501 


WASHINGTON 

Blaine  Air  Force  Station,  WA  98230 
Fairchild  Air  Force  Base,  WA  9901 1 
Makah  Air  Force  Station,  WA  98357 
McChord  Air  Force  Base,  WA  98438 
Othello  Air  Force  Station,  WA  99344 


WISCONSIN 

Antigo  Air  Force  Station,  WI  54409 

General  Billy  Mitchell  Field,  300  E.  College  Ave,  Milwaukee, 
WI  53207 

Osceola  Air  Force  Station,  WI  54020 


WYOMING 

F  E  Warren  Air  Force  Base,  W'Y  82001 


FOREIGN  COUNTRIES 

AUSTRALIA 

>\’ooniera  Air  Station,  APO  San  Francisco  96287 


AZORES 

Lajes  Field,  APO  New  York  09406 


BELGIUM 

Kleine  Brogel  Air  Base,  APO  New  York  09667 


GERMANY 

Bitburg  Air  Base,  APO  New  York  09132 
Hahn  Air  Base,  APO  New  York  09109 
Lindsey  Air  Station,  APO  New  York  09633 
Ramstein  Air  Base,  APO  New  York  09012 
Rhein-Main  Air  Base,  APO  New  York  09057 
Senibach  Air  Base,  APO  New  York  09130 
Spangdahlem  Air  Base,  APO  New  York  09123 
Stuttgart  Airfield.  APO  New  York  09131 
Tempelhof  Central  Airport,  APO  New  York  09611 
Zweibrucken  Air  Base,  APO  New  York  09860 


GREECE 

Hellenikon  Air  Base.  APO  New  York  09223 
Iraklion  Air  Station,  APO  New  York  09291 


GREENLAND 

Sondrestrom  Air  Base,  APO  New  York  09121 
Thule  Air  Base,  APO  New  York  09023 


ITALY 

Aviano  Air  Base,  APO  New  York  09293 

San  Vito  Dei  Normanni  Air  Sta,  APO  New  York  09240 


JAPAN 

Kadena  Air  Base,  APO  San  Francisco  96239 
Misawa  Air  Base.  APO  San  Francisco  96519 
Naha  Air  Base,  APO  San  Francisco  96235 
Tachikawa  Air  Base.  APO  San  Francisco  96323 
Yokota  Air  Base,  APO  San  Francisco  96328 


KOREA 

Kimpo  Air  Base.  APO  San  Francisco  96276 
Kunsan  Air  Base,  APO  San  Francisco  96264 


NETHERLANDS 

Camp  New  Amsterdam  Air  Base,  APO  New  York  09292 


NORWAY 

Kolsas  Air  Base,  APO  New  York  09085 


SPAIN 

Moron  Air  Base,  APO  New  York  09282 
Torrejon  Air  Base,  APO  New  York  09283 


TAIWAN  . 

Ching  Chuan  Kang  Air  Base,  APO  San  Francisco  96319 
Shu  Lin  Kou  Air  Station,  APO  San  Francisco  96360 
Tainan  Air  Base,  APO  San  Francisco  96340 


TURKEY 

Ankara  Air  Station,  APO  New  York  09254 
Diyarbakir  Air  Station,  APO  New  York  09294 
Erhac  Malatya  Air  Base,  APO  New  York  09051 
Eskisehir  Air  Base,  APO  New  York  09254 
Incirlik  Air  Base,  APO  New  York  09289 
Istanbul  Air  Station,  APO  New  York  09380 
Karamursel  Air  Station,  APO  New  York  09324 


UNITED  KINGDOM 
RAF  Alconbury,  APO  New  York  09238 
RAF  Bentwaters,  APO  New  York  09755 
RAF  Chicksands,  APO  New  York  09193 
RAF  Croughton,  APO  New  York  09378 
RAF  Harrogate,  APO  New  York  09210 
RAF  Lakenheath,  APO  New  York  09179 
RAF  Mildenhall,  APO  New  York  09127 
RAF  Upper  Heyford,  APO  New  York  09194 
RAF  Wethersfield,  APO  New  York  09120 
RAF  Woodbridge.  APO  New  York  09405 

BUlu-.g  Code  391IMI1F 


NATIONAL  SECURITY  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses’  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 


PHILIPPINES 

Clark  Air  Base,  APO  San  Francisco  96274 
John  Hay  Air  Base,  APO  San  Francisco  96298 
Wallace  Air  Station,  APO  San  Francisco  96277 
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issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  neces.sary  to  the  requesting  agency's  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  A- 19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  Slate  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 


authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  ■  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 


GNSAOl 

System  name: 

NSA/CSS  Access,  Authority  and  Release  of  Information  File 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system: 

NSA/CSS  civilian  employees,  personnel  under  contract  or  ap¬ 
pointment  and  military  assignees. 

Categories  of  records  in  the  system: 

File  may  consist  of  authorizations  to  obtain  keys,  authorizations  for 
access  to  specific  sensitive  information  or  areas,  delegation  of  respon¬ 
sibility  to  authorize  or  request  specific  action,  work  projects  or 
access,  notification  to  reptirt  for  duty  in  event  of  hazardous  weather 
or  other  emergency,  authorization  to  officially  release  various  types 
of  communications,  assignment  to  special  activities,  assignment  as 
Agency  representative  to  Department  or  other  government  commit¬ 
tees,  boards,  task  groups,  assignment  to  special  tasks  in  event  of 
technical  or  national  emergencies,  assignment  to  duties  as  fire,  safety, 
security  officers;  Combined  Federal  Campaign  and  Blood  Donation 
workers;  and  assignments  to  other  special  or  volunteer  duties  or 
activities. 

Authority  for  maintenance  of  the  system: 

Public  Law  86- .^6,  Public  Law  88-290,  Title  18  U.S.C.  798,  E.O. 
11652. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  this  file  is  to  provide  a  means  to  rapidly  determine 
who  may  have  access  to  information  or  keys,  who  is  required  to 
report  for  duty  in  special  circumstances,  who  has  been  authorized  to 
release  official  communications,  who  has  been  assigned  additional 
special  tasks,  voluntary  duties  or  other  duties.  The  file  and  its  seg¬ 
ments  are  used  by  each  authorized  staff,  line,  contract  and  field 
officer,  employee  or  assignee  to  make  determinations  as  noted  in  the 
purposes  above.  Where  required,  specific  information  from  this  file 
may  be  made  available  to  appropriate  investigatory  authorities  en¬ 
gaged  in  national  security  or  criminal  investigations  or  to  national 
defense  and  intelligence  authorities  or  other  governmental  entities 
with  respect  to  specific  assignments  or  when  emergency  action  is 
required. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  paper  cards  in  file  boxes,  magnetic 
tapes,  disks  and  other  computer  storage  media,  computer  listings, 
microfilm. 

Retrievability: 

By  name. 

Safeguards: 
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For  paper,  computer  listing,  cards  and  microfilm  -  Secure  limited 
access  facilities,  within  those  facilities  secure  limited  access  rooms 
and  within  those  rooms  lockable  containers.  Access  to  information  is 
limited  to  authorized  individuals  only.  For  machine  records  stored  on 
magnetic  tape,  disk  or  other  computer  storage  media  within  the 
computer  processing  area,  additional  secure  limited  access  facilities, 
specific  processing  requests  from  authorized  persons  only,  specific 
authority  to  access  stored  records  and  delivery  to  authorized  persons 
only.  Where  data  elements  are  derived  from  the  Personnel  Security 
File,  remote  terminal  inhibitions  are  in  force  with  respect  to  access  to 
complete  file  or  data  relating  to  persons  not  assigned  to  requesting 
organization  using  a  remote  terminal.  Remote  terminals  are  secured, 
are  available  to  authorized  persons  only,  and  certain  password  and 
other  identifying  information  available  to  authorized  users  only  is 
required.  Terminals  are  not  available  outside  of  headquarters  area 
locations. 

Retention  and  disposal: 

Retained  until  individual  is  no  longer  authorized  access,  release 
authority  or  assigned  to  specific  additional  duties.  Computer  files  are 
purged  and  updated  to  reflect  current  status. 

System  managerts)  and  address: 

Director,  NS  A. 

Notification  procedure: 

Requests  from  individual  for  notification  shall  be  in  writing  ad¬ 
dressed  to  the  Information  Officer,  National  Security  Agency/Cen- 
fral  Security  Service,  Ft.  George  G.  Meade.  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Applications  and  related  forms  requesting  access,  appointment  or 
authorization,  notifications  of  same,  personnel  records,  personnel  se¬ 
curity  records,  and  other  sources  as  appropriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
provisions  of  section  552(b)  (I)  of  this  title;  individual  records  consti¬ 
tuting  investigatory  material  compiled  solely  for  purpose  of  determin¬ 
ing  suitability,  eligibility,  or  qualifications  for  Federal  civilian  em¬ 
ployment,  military  service.  Federal  contracts,  or  access  to  classified 
information  are  exempted  pursuant  to  subsection  (k)  (5).  In  addition, 
certain  records  may  be  subject  to  specific  provisions  of  Public  Law 
86-36,  Public  Law  88-290  and  Title  18  U.S.C.  798. 

GNSA02 

System  name: 

NSA/CSS  Applicants 

Sy  stem  location: 

National  Security  Agency/Central  Security  Service.  Ft.  George  G. 
Meade,  Md.  20755. 

Categories  of  individuals  covered  by  the  system: 

Applicants  for  employment  with  NSA/CSS. 

Categories  of  records  in  the  system: 

File  contains  forms,  documents  and  correspondence  providing  per¬ 
sonal  and  qualifications  information  submitted  by  individual  appli¬ 
cant,  educational  institutions,  past  employers,  references.  Records 
include  processing  items,  status  reports,  test  results,  interview  reports, 
reports  of  reviewing  organizations  and  other  related  information. 

Authority  for  maintenance  of  the  system: 

Public  Law  86-36,  Public  Law  88-290,  E.O.  10450,  and  Title  5, 
U.S.C.  and  appropriate  implementing  Civil  Service  Commission  dir¬ 
ectives  in  Federal  Personnel  Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purposes  of  this  file  are  to  support  the  recruitment,  selection, 
hire  and  placement  of  applicants.  The  file  is  used  to  document  appli¬ 
cant  processing,  as  a  basis  for  selection  decisions  by  individual 
agency  elements  and  the  personnel  organization,  and  such  other 
related  uses  as  required.  The  users  of  this  file  include  those  staff,  line, 
contract  and  field  officers  and  employees  as  authorized  and  appropri¬ 
ate.  In  addition,  files  may  be  made  available  to  the  Civil  ^rvice 


Commission,  Freedom  of  Information  Act  and  Privacy  Act  authori¬ 
ties,  Department  of  Defense  and  other  governmental  entities  as  re¬ 
quired  and  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  in  file  folders,  cards  in  containers,  logs,  computer  listings, 
computer  magnetic  tape,  disks  and  other  computer  storage  media, 
microfilm. 

Retrievability: 

By  name,  social  security  account  number,  and  other  appropriate 
data  elements. 

Safeguards: 

For  paper,  computer  printouts  and  microfilm  -  Secure  limited 
acce.ss  facilities,  within  those  facilities  secure  limited  access  rooms 
and  within  those  rooms  lockable  containers.  Access  to  information  is 
limited  to  those  individuals  specifically  authorized  and  granted  access 
by  Assistant  Director  for  Personnel  and  Security.  For  machine  rec¬ 
ords  stored  on  magnetic  tape,  disk  or  other  computer  storage  media 
within  the  computer  processing  area,  additional  secure  limited  access 
facilities,  specific  processing  requests  from  authorized  persons  only. 
Remote  terminal  inhibitions  are  in  force  with  respect  to  access  to 
computerized  file  or  data  relating  to  persons  not  assigned  to  the 
organization  using  a  remote  terminal.  Remote  terminals  are  secured, 
arc  available  to  authorized  persons  only,  and  certain  password  and 
other  identifying  information  available  to  authorized  users  only  is 
required.  Terminals  are  not  available  outside  of  headquarters  area 
locations. 

Retention  and  disposal: 

For  applicants  who  are  employed  records  are  transferred  to  Per¬ 
sonnel  File  or  destroyed  as  appropriate.  For  applicants  not  employed 
records  are  retained  for  a  period  not  to  exceed  one  year  unless 
employment  requirements  necessitate  retention  for  a  longer  period. 

System  manageris)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency /Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service.  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Ap[)licant,  educational  institutions,  references,  former  employers 
including  other  governmental  entities,  interviewing  and  reviewing 
individuals  including  possible  gaining  organization,  security  and 
medical  authorities  and  other  sources  as  relevant  and  appropriate. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
the  provisions  of  section  552  (b)  (1)  of  this  title;  individual  records 
constituting  investigatory  material  compiled  solely  for  the  purpose  of 
determining  suitability,  eligibility  or  qualifications  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  classi¬ 
fied  information  are  exempted  pursuant  to  subsection  (k)  (5).  In 
addition,  certain  records  may  be  subject  to  specific  provisions  of 
Public  Law  86-36,  Public  Law  88-290  and  Title  18  U  S  C.  798. 

GNSA03 

System  name: 

NSA/CSS  Correspondence,  Cases,  Complaints.  V'isitors,  Requests 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  <3eorge  G.  Meade,  Md.  20755, 

Decentralized  Segments  -  ^ch  staff,  line,  contract  and  field  ele¬ 
ment  as  authorized  and  appropriate. 

Categories  of  individuals  covered  by  the  system: 

Persons  calling  or  corresponding  with  NSA/CSS  concerning  Con¬ 
gressional  inquiries;  job  opportunities;  Freedom  of  Information  and 
Privacy  Act  requests;  other  information  requests,  suggestions  or  com- 
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ments;  registering  complaints;  requesting  appropriate  security  clear¬ 
ance,  and  permission  to  visit;  requesting  or  requiring  information 
relating  to  litigation  or  anticipated  litigation;  and  employees  or  as¬ 
signees  registering  complaints  or  requesting  information  with  respect 
to  Equal  Employment  Opportunities,  requesting  inquiry  or  investiga¬ 
tion  by  the  Inspector  General,  requesting  advice,  opinions,  or  assist¬ 
ance  from  the  General  Counsel  or  provided  the  General  Counsel 
with  respect  to  conflict  of  interest  issues. 

Categories  of  records  in  the  system: 

File  contains  correspondence  from  and  to  individual,  documents 
and  memoranda  related  to  the  response,  written  material  developed 
during  or  in  anticipation  of  litigation  or  investigation  of  inquiries, 
complaints  or  grievances,  written  material  developed  in  response  to  a 
request  for  advice  or  opinion  from  an  individual,  written  material 
required  by  law,  executive  order,  and  regulations  with  respect  to 
Equal  Employment  Opportunity  investigations.  Inspector  General  in¬ 
vestigations,  judicial  branch  subpoenas,  orders  and  related  actions. 

Authority  for  maintenance  of  the  system: 

Public  Law  86-36,  Public  Law  88-290,  Title  5  U.S.C.  552  as 
amended  by  Public  Law  93-502  and  Public  Law  93-579,  Public  Law 
92-261,  Public  Law  93-259,  Executive  Order  10450,  Executive  Order 
11222,  Executive  Order  11478,  Executive  Order  11652. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  this  file  is  to  provide  a  record  of  the  official 
responses  and  determinations  of  NSA/CSS  to  various  inquiries  for 
information,  complaints,  official  actions  of  other  governmental  agen¬ 
cies  and  branches.  The  users  of  these  files  are  those  staff,  line, 
contract  and  field  officers,  employees  and  assignees  delegated  the 
responsibility  to  respond  on  behalf  of  the  Director,  NSA,  to  such 
inquiries  and  complaints.  The  files  are  used  to  carry  out  the  purpose 
set  forth  above,  to  provide  an  information  base  to  be  used  in  respond¬ 
ing  to  the  various  reporting  requirements  levied  by  the  Public  Laws 
and  Executive  Orders  cited  in  the  authorities  section  of  this  notice. 
Information  in  the  file  may  be  used  to  provide  reports  in  summary  or 
statistical  form  to  the  Department  of  Defense,  Civil  Service  Commis¬ 
sion,  Office  of  Equal  Employment  Opportunity,  Congress  and  those 
committees  or  subcommittees  of  the  Congress  having  Jurisdiction 
over  matters  covered  by  individual  reports.  Certain  files  may  be 
provided  to  the  General  Counsel,  Department  of  Defense;  the  De¬ 
partment  of  Justice,  other  appropriate  governmental  agencies  and  the 
judical  branch  where  litigation  or  anticipated  civil  or  criminal  litiga¬ 
tion  is  involved  or  where  sensitive  national  security  investigations 
related  to  protection  of  intelligence  sources  or  methods  are  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

By  name,  case,  or  subject  and  within  subject  by  name. 

Safeguards: 

Secure  limited  access  facilities  and  within  those  facilities  individual 
limited  access  offices.  Files  are  stored  in  lockable  containers  and  are 
only  made  available  to  individuals  specifically  authorized  access  or 
required  to  respond  and  individuals  affected  by  actions  taken  or 
complaints  received.  Files  related  to  sensitive  investigations  by  the 
Equal  Employment  Opportunity  Office,  the  Inspector  General  and 
General  Counsel  are  additionally  protected  pursuant  to  appropriate 
statutes,  executive  orders  or  regulations  and  attorney-client  privilege. 
In  some  cases  records  are  sealed  pursuant  to  sensitivity  of  subject 
matter  or  specific  court  order. 

Retention  and  disposal: 

Records  arc  retained  on-site  indefinitely. 

System  managcr(s)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency /Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 


Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories:  Individual  correspondence,  written  mate¬ 
rials  developed  in  response  to  inquiries,  executive  branch  departments 
and  agencies,  judicial  branch  elements.  Congress,  Congressional  com¬ 
mittees,  individual  Congressmen,  other  government  and  private  enti¬ 
ties  as  appropriate,  and  other  sources  as  appropriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  of  this 
title.  Individual  records  in  this  file  which  are  investigatory  material 
compiled  for  law  enforcement  purposes  are  exempted  pursuant  to 
Title  5,  U.S.C.,  section  552a,  subsection  (k)  (2).  Individual  records  in 
this  file  which  are  required  by  statute  to  be  maintained  and  used 
solely  as  statistical  records  may  be  exempted  pursuant  to  Title  5, 
U.S.C.,  section  552a,  subsection  (k)  (4).  Individual  records  in  this  file 
which  are  investigatory  material  compiled  solely  for  the  purpose  of 
determining  suitability,  eligibility,  or  qualfications  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  classi¬ 
fied  information  are  exempted  pursuant  to  Title  5,  U.S.C.,  section 
552a,  subsection  (k)  (5).  In  addition,  certain  records  may  be  subject 
to  specific  provisions  of  Public  Law  86-36,  Public  Law  88-290,  Title 
18  IJ.S.C.  798,  and  the  attorney-client  privilege. 

'  GNSA04 

System  name: 

NSA/CSS  Cryptologic  Reserve  Mobilization  Designee  List 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Appropriate  staff  and  line  elements. 

Categories  of  individuals  covered  by  the  system: 

Inactive  duty  military  reservists  assigned  to  NSA/CSS  mobiliza¬ 
tion  positions. 

Categories  of  records  in  the  system: 

Record  consists  of  a  computer  listing  of  NSA/CSS  reserve  mobili¬ 
zation  requirements. 

Authority  for  maintenance  of  the  system: 

Public  Law  86-36  and  Title  10,  U.S.  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  maintain  Tables  of  Distribution  on  mobilization  requirements 
by  military  service,  military  job  code,  billet  title,  number  of  billets, 
mobilization  duty  location,  training  sponsor,  and  any  special  clear¬ 
ance  requirements  of  the  billet,  and  to  provide  a  system  of  identifying 
mobilization  designees  with  billets  for  training  assignments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  listings,  computer  magnetic  tapes,  disks  and  other  com¬ 
puter  storage  media. 

Retrievability: 

By  name  and  mobilization  designee  requirements. 

Safeguards: 

Secure  limited  access  facilities  and  within  those  facilities  Kickahle 
containers.  Records  are  accessible  only  to  authorized  personnel. 

Retention  and  disposal: 

Records  are  permanent.  They  are  reviewed  annually  for  changes  in 
requirements.  Superseded  records  are  destroyed  when  no  longer 
useful  for  reference  purposes. 

System  manager(s)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 
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Record  source  categories: 

Individual's  parent  service. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  S,  U.S.C.,  section  SS2a,  subsection  (k)  0)  subject  to 
the  provisions  of  section  SS2  (b)  (I)  of  this  title;  individual  records 
constituting  investigatory  materi^  compiled  solely  for  the  purpose  of 
determining  suitability,  eligibility  or  qu^ifications  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  classi¬ 
fied  information  are  exempt  pursuant  to  subsection  (k)  (S).  In  addi¬ 
tion,  certain  records  may  be  subject  to  specific  provisions  of  Public 
Law  86-36,  Public  Law  88-290  and  Title  18  U.S.C.  798. 

GNSA05 

System  name: 

NSA/CSS  Equal  Employment  Opfiortunity  Data 

System  location: 

National  Security  Agency/Central  Security  Service.  Ft.  George  G. 
Meade,  Md.  20755. 

Categories  of  individuals  covered  by  the  system: 

NSA/CSS  civilian  personnel  and  personnel  under  contract. 

Categories  of  records  in  the  system: 

File  contains  civilian  personal  data  and  Agency  organizational  data 
to  include  job  title,  grade,  date  of  birth,  training,  date  of  last  promo¬ 
tion,  educational  attainments,  social  security  account  number,  time  of 
service,  personnel  codes,  organization  assignment. 

Authority  for  maintenance  of  the  system: 

Public  Law  92-261,  Public  Law  93-259,  Public  Law  86-36,  Execu¬ 
tive  Order  11478,  Chapter  713  of  Federal  Personnel  Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose  of  this  file  is  to  insure  compliance  with  cited  authorities 
with  respect  to  equal  employment  opportunities.  Users  of  the  file  are 
those  staff,  line,  contract  and  field  officers  and  employees  specifically 
authorized  by  law,  regulation,  delegation  of  responsibility,  and  grant 
of  access  by  the  NSA  Equal  Employment  Opportunity  Director.  The 
file  is  used  to  compile  those  studies,  research,  statistics  and  reports 
necessary  to  insure  compliance  with  cited  authorities.  Reports,  sum¬ 
maries  and  statistics  may  be  made  available  to  the  Department  of 
Defense,  Office  of  Equal  Employment  Opportunity,  Congress,  Civil 
Service  Commission.  Department  of  Justice  and  judicial  branch  ele¬ 
ments  as  required  by  cited  authorities,  requested  pursuant  to  those 
authorities  or  ordered  by  specific  judicial  branch  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape,  disk  or  other  computer  storage  media,  computer 
listings,  paper  in  file  folders. 

Retrievability: 

By  name,  social  security  account  number,  and  specific  subject 
matter  data  elements. 

Safeguards: 

For  paper,  computer  printouts  and  microfilm  -  Secure  limited 
access  facilities,  within  those  facilities  secure  limited  access  rooms 
and  within  those  rooms  lockable  containers.  Access  to  information  is 
limited  to  those  individuals  specifically  authorized  and  granted  access 
by  EEO  Director.  For  machine  records  stored  on  magnetic  tape,  disk 
or  other  computer  storage  media  within  the  computer  processing 
area,  additional  secure  limited  access  facilities,  specific  processing 
requests  from  authorized  persons  only,  specific  authority  to  access 
stored  records  and  delivery  to  authorized  persons  only.  Where  data 
elements  are  derived  from  the  Personnel  System,  remote  terminal 
inhibitions  are  in  force  with  respect  to  access  to  complete  file  or  data 
relating  to  persons  not  assigned  to  requesting  organization  using  a 
remote  terminal.  Remote  terminals  are  secure,  are  available  to  au¬ 
thorized  persons  only,  and  certain  password  and  other  identifying 
information  available  to  authorized  users  only  is  required.  Terminals 
are  not  available  outside  of  headquarters  area  locations. 

Retention  and  disposal: 

File  is  routinely  updated  and  old  data  disposed  of  as  required. 
Individual  data  is  subject  to  retention  and  disposal  requirements  spec¬ 
ified  for  records  contained  in  the  Personnel  System. 

System  managerts)  and  address: 

Director  of  Equal  Employment  Opportunity,  National  Security 
Agency/Central  Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

NotiFcation  procedure: 


Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  tp  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade.Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Individuals  themselves,  organizational  elements.  Personnel  File, 
and  other  sources  as  appropriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  and  data  elements  in  this  file  which  are  classi¬ 
fied  are  exempted  pursuant  to  Title  5,  U.S.C.,  section  552a,  subsec¬ 
tion  (k)  (1)  subject  to  the  provisions  of  section  552  (b)  (1)  of  this  title. 
Individual  records  in  this  file  which  are  investigatory  material  com¬ 
piled  for  law  enforcement  purposes  are  exempted  pursuant  to  Title  5, 
U.S.C.,  section  552a,  subsection  (k)  (2).  Individual  records  and  data 
elements  in  this  file  which  are  requireid  by  statute  to  be  maintained 
and  used  solely  as  statistical  records  are  exempted  pursuant  to  Title 
5,  U.S.C.,  section  552a,  subsection  (k)  (4).  In  addition,  certain  records 
or  data  elements  may  be  subject  to  specific  provisions  of  Public  Law 
86-36,  Public  Law  88-290.  Title  18  U.S.C.  798.  and  Public  Law  92- 
261. 

GNSA06 

System  name: 

NSA/CSS  Health,  Medical  and  Safety  Files 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Fort  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system: 

NSA/CSS  civilian  employees,  military  assignees,  applicants,  retir¬ 
ees,  building  concessionaires,  assigned  GSA  employees,  certain  con¬ 
tract  employees,  .visitors  requiring  emergency  treatment,  in  certain 
cases  members  of  employees’  families  with  prior  approval  of  the 
employee,  blood  donors,  designated  Health  and  Safety  Officers. 

Categories  of  records  in  the  system: 

File  may  consist  of  completed  medical  questionnaires,  results  of 
physical  examinations  and  laboratory  tests,  records  of  medical  treat¬ 
ment  and  services,  x-rays,  notices  of  injury,  forms  and  correspond¬ 
ence  including  exchanges  with  Department  of  Labor  related  to  injury 
and  subsequent  claims,  correspondence  with  personal  physician, 
NSA/CSS  Medical  Center  reports,  safety  reports,  absence  and  at¬ 
tendance  records,  medical  evaluations,  fitness  for  duty  reports,  ’Log 
of  Federal  Occupational  Injuries  and  Illnesses,’  results  of  psychologi¬ 
cal  assessment  testing  and  interviews,  psychiatric  examination  results 
and  related  reports,  forms  and  notes,  lists  of  blood  donors. 

Authority  for  maintenance  of  the  system: 

Public  Law  86-36,  and  Federal  Employees  Compensation  Act  of 
September  7,  1916,  as  amended.  Title  5,  U.S.C.  and  Civil  Service 
Commission  implementation  thereof  as  contained  in  Federal  Person¬ 
nel  Manual.  In  addition,  the  Comprehensive  Alcohol  Abuse  and 
Alcoholism  Prevention,  Treatment,  and  Rehabilitation  Act  of  1970, 
as  amended  (42  U.S.C.  4582)  and  subchapter  A  of  Chapter  I.  Title 
42,  C.F.R. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  determine  fitness  for  hiring,  continued  employment  or  assign¬ 
ment  and  reassignment,  to  process  accident  and  compensation  claims, 
correct  hazardous  conditions,  determine  eligibility  for  disability  re¬ 
tirement.  record  names  of  blood  donors.  When  required,  specific 
information  from  these  files  may  be  made  available  to  the  Depart¬ 
ment  of  Labor  in  those  cases  involving  compensation  claims  and, 
with  the  permission  of  the  individual,  to  other  medical  personnel  or 
the  American  Red  Cross  for  additional  examination,  treatment,  coun¬ 
seling  or  other  medical  purpose.  Freedom  of  Information  and  Priva¬ 
cy  Act  authorities  as  appropriate,  and  to  other  governmental  entities 
as  required  and  appropriate.  Alcohol  abuse  patient  records  used  in 
accordance  with  cited  statute  and  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 
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Storage:  * 

Paper  records  in  file  folders. 

Retricvability: 

By  name. 

Safeguards: 

Secure,  limited  access  facilities  and  within  these  facilities  lockable 
containers.  Records  are  accessible  only  to  authorized  personnel. 

Retention  and  disposal: 

Medical  files  and  records  on  traumatic  injury  and  occupational 
disease  are  transferred  to  official  personnel  folder  upon  separation; 
traumatic  injury  and  occupational  disease  correspondence  on  civilian 
employees  and  retirees  is  retained  indefinitely.  Applicant  medical  files 
are  retained  for  no  more  than  one  year  or  until  date  designated  to 
individual;  files  on  military  assignees  are  forwarded  to  parent  service 
upon  reassignment  from  NSA/CSS;  all  other  medical  case  files  are 
destroyed  upon  termination  of  association  with  NSA/CSS.  Psycho¬ 
logical  files  on  applicants  are  retained  for  no  more  than  one  year  or 
until  date  designated  to  individual;  all  other  files  are  retained  for  four 
years  after  end  of  individual's  association  with  NSA/CSS.  Decentral¬ 
ized  segments  are  either  transferred  with  employee  or  assignee,  or 
retained  for  a  period  after  separation  as  appropriate  but  not  to  exceed 
three  years  and  are  then  destroyed.  Alcohol  abuse  patient  records 
retained  and  disposed  of  pursuant  to  cited  statute  and  regulations. 

System  manager(s)  and  address; 

Director,  NS  A. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  the  Information  Officer,  National  Security  Agency/Cen¬ 
tral  Security  Service,  Fort  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to  the 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Applicants,  employees,  assignees,  official  personnel  folders,  NSA 
Safety  Officers  and  records,  witnesses  to  accidents  and  injuries,  medi¬ 
cal  and  administrative  perstmnel,  blood  donor  perstmnel,  members  of 
employee’s  family  with  employee’s  permission  and  other  sources  as 
appropriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act; 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
the  provisions  of  section  552  (b)  (I)  of  this  title;  individual  records 
constituting  investigatory  material  compiled  solely  for  the  purpose  of 
determining  suitability,  eligibility  or  qualifications  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  classi¬ 
fied  information  are  exempted  pursuant  to  subsection  (k)  (5);  individ¬ 
ual  records  consisting  of  testing  or  examination  material  used  solely 
to  determine  individual  qualifications  for  appointment  or  promotion 
in  the  Federal  Service  are  exempted  pursuant  to  subsection  (k)  (6). 
Certain  records  may  be  subject  to  specific  provisions  of  Public  Law 
86-36,  Public  Law  88-290  and  Title  18  U.S.C.  798.  In  addition, 
medical,  psychological  and  psychiatric  records  may  be  subject  to 
certain  special  access  procedures  established  pursuant  to  Title  5, 
U.S.C.,  section  552a,  subsection  (0  (3). 

GNSA07 

System  name: 

NSA/CSS  Motor  Vehicles  and  Carpools 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade.  Md.  20755. 

Decentralized  Segments  -  Each  non-headquarters  facility  and  field 
element  as  appropriate  and  required. 

Categories  of  individuals  covered  by  the  system: 

NSA/CSS  civilian  employees,  military  assignees,  other  governmen¬ 
tal  employees  or  personnel  under  contract  granted  extended  tempo¬ 
rary  or  permanent  access  to  an  NSA/CSS  facility. 

Categories  of  records  in  the  system: 

File  may  consist  of  machine-readable  or  regular  paper  cards,  car- 
ptwl  or  other  transportation  survey  results,  annot.ated  machine  list¬ 


ings,  post  motor  vehicle  violation  reports,  stolen  vehicle  reporis,  or 
other  forms  and  correspondence  related  to  parking  privileges,  trans¬ 
portation  needs,  local  (parking  lot)  parking  enforcement  procedures, 
vehicle  abuse  and  other  related  matters  as  appropriate  and  required. 

Authority  for  maintenance  of  the  system:  Title  40  U.S.C.,  318a-b; 
Title  50  U.S.C.  797;  Title  34  C.F.R.,  Part  232,  Appendix  B;  and  Title 
41  C.F.R.,  Part  101-20.111  et  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purposes  of  this  file  are  to  provide  data  necessary  to  enforce¬ 
ment  of  parking  lot  regulations,  employee  assistance  with  respect  to 
vehicle  abuse  and  stolen  vehicles,  provide  carpool  assistance,  assure 
availability  of  adequate  transportation  and  parking  facilities  and  other 
related  matters.  The  uses  of  the  file  are  to  verify  vehicle  ownership, 
determine  allocation  of  parking  privileges,  insure  the  maintenance  of 
adequate  and  safe  parking  areas,  develop  statistics  with  respect  to 
parking  and  transportation  requirements,  encourage  formation  of  car- 
pools  or  other  multiple-user  transportation  arrangements,  provide  a 
directory  of  potential  participants  in  carpools  or  other  multiple-user 
transportation  arrangements  and  other  related  uses  as  appropriate  and 
required.  The  users  of  the  file  are  those  authorized  line,  staff,  con¬ 
tract  and  field  element  officers  and  employees,  any  employee,  assign¬ 
ee  or  other  individual  working  at  an  NSA/CSS  facility  interested  in 
forming  or  joining  a  carpool  or  other  multiple-user  transportation 
arrangement,  local  civil  and  military  law  enforcement  personnel  as 
required  and  appropriate.  Statistical  data  or  selected  individual  data 
limited  to  name,  address  and  telephone  number  may  be  made  availa¬ 
ble  to  commercial  or  private  transportation  entities  where  the  indi¬ 
viduals  have  indicated  a  desire  to  use  or  join  a  multiple-user  transpor¬ 
tation  arrangement,  supervisory  and  other  reviewing  authorities  in 
cases  of  parking  privilege  abuses,  and  other  related  users  as  required 
and  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  machine-readable  and  other  cards  in 
appropriate  containers,  magnetic  tape,  disk  or  other  computer  storage 
media,  computer  listings. 

Retrievability: 

By  name,  motor  vehicle  identifier. 

Safeguards: 

For  paper,  cards  and  computer  listings  -  Secure  limited  access 
facilities,  within  those  facilities  secure  limited  access  rooms  and 
within  those  rooms  lockable  containers  as  appropriate.  Access  is 
limited  to  authorized  users.  For  machine  records  stored  on  magnetic- 
tape,  disk  or  other  computer  storage  media  within  the  computer 
processing  area,  additional  secure  limited  access  facilities,  specific- 
processing  requests  from  authorized  persons  only,  specific  authority 
to  access  stored  records  and  delivery  to  authorized  persons  only. 

Retention  and  disposal: 

File  is  routinely  updated  and  old  data  disposed  of  as  required. 
Individual  data  is  subject  to  retention  and  disptvsal  requirements  spec¬ 
ified  for  records  contained  in  the  Personnel  System. 

System  manager(s)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G. Meade,  Md.  20755. 

Recoid  source  categories: 

Data  provided  by  individuals,  authorities  in  charge  of  parking 
facilities,  local  civil  and  military  law  enforcement  entities  and  other 
related  sources  as  appropriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  and  data  elements  in  this  file  which  are  classi¬ 
fied  may  be  exempted  pursuant  to  Title  5,  U.S.C.,  section  552a, 
subsection  (k)  (I)  subject  to  the  provisions  of  section  552  (b)  (1)  of 
this  title.  In  addition,  certain  records  or  data  elements  may  be  subject 
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to  speciHc  provisions  of  Public  Law  86-36,  Public  Law  88-290,  Title 
18  U.S.C.  798. 

GNSA08 

System  name: 

NSA/CSS  Payroll  and  Claims 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system: 

NSA/CSS  civilian  employees  and  applicants,  military  assignees, 
contractors,  reemployed  annuitants,  personnel  under  contract.  . 

Categories  of  records  in  the  system: 

File  may  consist  of  records  on  time  and  attendance;  overtime;  shift 
and  holiday  work;  absent  without  leave  reports;  payroll  deductions, 
allotments  and  allowances;  requests  for  leave;  payments  for  travel 
performed  in  connection  with  permanent  change  of  station,  tempo¬ 
rary  duty,  invitations,  interviews,  pre-employment  interviews  and 
initial  entry  on  duty.  Also  included  are  Pay  Adjustment  Authoriza¬ 
tions  (DD  Form  139)  and  Case  Collection  Vouchers  (DD  Form 
1131)  and,  in  connection  with  pay  claims,  waivers,  requests  for  waiv¬ 
ers,  documents,  correspondence,  background  data,  recommendations 
and  decisions. 

Authority  for  maintenance  of  the  system: 

Public  Law  86-36;  section  113  of  the  Budget  and  Accounting 
Procedures  Act  of  1950,  as  amended;  31  U.S.  Code  66a,  Titles  2.  4,  5, 
6  and  37;  GAO  Manual;  the  Federal  Claims  Collection  Act  of  1966; 
31  U.S.  Code  951-953,  50  U.S.  Code  Appendix  2160. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  maintain  effective  control  over  and  accountability  for  all  funds; 
to  provide  accounting  data  to  support  the  NSA/CSS  budget  request 
and  control  the  execution  of  the  budget;  provide  financial  informa¬ 
tion  required  by  the  Office  of  Management  and  Budget;  provide 
financial  information  for  NSA/CSS  management  purposes;  provide 
for  the  input  of  permanent  change  data  and  the  output  of  such  data 
as  Leave  Without  Pay,  reconciliation  of  files,  periodic  step  increases, 
mass  pay  changes  and  changes  in  leave  categories;  investigate, 
review,  discuss  and  recommend  and  implement  decisions  on  pay 
claims  waivers.  When  required,  specific  information  from  this  file 
may  be  made  available  to  other  governmental  entities  in  connection 
with  Social  Security  deductions,  unemployment  compensation  claims, 
job-related  injury  and  death  benefits,  tax  audit  and  collections,  and 
other  related  claims  or  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Paf^r  records  in  file  folders;  file  cards;  computer  paper  printouts; 
machine-readable  cards;  computer  magnetic  tapes,  disks  and  other 
computer  storage  media. 

Retrievability: 

By  name,  social  security  account  number. 

Safeguards: 

For  paper,  computer  printouts  and  microfilm  -  Secure  limited 
access  facilities,  within  those  facilities  secure  limited  access  rooms 
and  within  those  rooms  lockable  containers.  Access  to  information  is 
limited  to  authorized  individuals.  For  machine  records  stored  on 
magnetic  tape,  disk  or  other  computer  storage  media  within  the 
computer  processing  area,  additional  secure  limited  access  facilities, 
specific  processing  requests  from  authorized  persons  only,  specific 
authority  to  access  stored  records  and  delivery  to  authorized  persons 
only.  Remote  terminals  are  secured,  are  available  to  authorized  per¬ 
sons  only,  and  certain  password  and  other  identifying  information 
available  to  authorized  users  only  is  required.  Terminals  are  not 
available  outside  of  headquarters  area  locations. 

Retention  and  disposal: 

Records  are  reviewed  annually  and  retired  or  destroyed  as  appro¬ 
priate.  Permanent  records  are  retired  to  the  St.  Louis  Federal  Rec¬ 
ords  Center  after  completion  of  audit.  Computer  records  are  purged 
and  updated  consistent  with  these  retention  policies. 

System  manageris)  and  address: 

Director,  NS  A. 

Notification  procedure: 


Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  apf^aling  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755.  . 

Record  source  categories: 

Forms,  cards,  requests  and  other  documentation  submitted  by  indi¬ 
vidual,  supervisors,  claims  officers.  Personnel  File  data.  Time,  At¬ 
tendance  and  Access  File  data,  and  other  sources  as  appropriate  and 
required. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
the  provisions  of  section  552  (b)  (1)  of  this  title.  Individual  records  in 
this  file  which  are  investigatory  material  compiled  for  law  enforce¬ 
ment  purposes  are  exempt^  pursuant  to  Title  5,  U.S.C.,  section  552a, 
subsection  (k)  (2).  In  addition,  certain  records  may  be  subject  to 
specific  provisions  of  Public  Law  86-36,  Public  Law  88-290  and  Title 
18  U.S.C.  798. 

GNSA09 

System  name: 

NSA/CSS  Personnel  File 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  Each  staff,  line,  contract  and  field  ele¬ 
ment  and  supervisor  as  authorized  and  appropriate. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees,  personnel  under  contract,  military  assignees, 
dependents  of  NSA/CSS  personnel  assigned  to  field  elements,  indi¬ 
viduals  integrated  into  the  cryptologic  career  development  program, 
custodial  and  commercial  services  personnel. 

Categories  of  records  in  the  system: 

File  contains  personnel  papers  and  forms  including  but  not  limited 
to  applications,  transcripts,  correspondence,  notices  of  personnel 
action,  performance  appraisals,  personal  summaries,  professionaliza¬ 
tion  documentation  and  correspondence,  training  forms,  temporary 
duty,  letters  of  reprimand,  employee  record  card,  special  assignment 
documentation,  letters  of  commendation,  promotion  documentation, 
field  assignment  preference,  requests  for  transfers,  permanent  change 
of  station,  passport,  transportation,  official  orders,  awards,  sugges¬ 
tions,  pictures,  complaints,  separation,  retirement,  time  utilization, 
scholarship/fellowship  or  other  school  appointments,  military  serv¬ 
ice,  reserve  status,  military  check  in/out  sheets,  military  orders,  secu¬ 
rity  appraisal,  career  battery  and  other  test  results,  language  capabili¬ 
ty,  military  personnel  utilization  survey,  work  experience,  notes  and 
memoranda  on  individual  aspects  of  performance,  productivity  and 
suitability,  information  on  individual  eligibility  to  serve  on  various 
boards  and  committees,  emergency  loan  records,  other  information 
relevant  to  personnel  management,  housing  information  where  re¬ 
quired. 

Authority  for  maintenance  of  the  system: 

Public  Law  86-36,  Title  5  U.S.C.  and  implementing  Civil  Service 
Commission  regulations  in  the  Federal  Personnel  Manual,  10  U.S. 
Code  1124,  44  U.S.  Code  3101,  34  C.F.R.  232,  Appendix  B,  41 
C.F.R.  101-20.111,  and  Executive  Order  11222. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purposes  of  this  file  are  to  support  the  personnel  management 
program;  personnel  training  and  career  development;  personnel  plan¬ 
ning;  staffing  and  counseling;  administration  and  personnel  supervi¬ 
sion;  workforce  study  and  analysis;  manpower  requirements  studies; 
emergency  loan  program;  and  training  curricula  planning  and  re¬ 
search.  The  uses  of  the  file  are  to  implement  the  purposes  cited  and 
provide  management  at  all  levels  with  the  documentation  and  tools 
necessary  for  effective  personnel  management  and  supervision.  Infor¬ 
mation  may  also  be  used  to  verify  present  or  former  NSA/CSS 
employment  to  gaining  employers  or  to  financial  institutions  when 
individual  has  applied  for  credit.  The  users  are  those  staff,  line, 
contract  and  field  officers,  employees,  and  assignees  authorized  to 
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maintain  or  have  access  to  personnel  data  or  some  decentralized 
segment  thereof.  In  addition,  officers  and  employees  of  elements 
engaged  in  security  and  training,  Freedom  of  Information  or  Privacy 
Act  actions,  Insp^tor  General,  General  Counsel,  Equal  Employment 
Opportunity,  audit  or  review,  medical  and  psychological  or  other 
appropriate  functions  may  be  authorized  access  as  required  in  the 
performance  of  their  duties.  Individual  files  or  portions  thereof  may 
be  made  available  to  hearing  examiners,  the  judicial  branch,  the  Civil 
Service  Commission,  the  Department  of  l5efense  or  other  gaining 
government  organization  as  required  and  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  file  cards,  machine-readable  cards, 
computer  printouts,  computer  magnetic  tapes,  disks  and  other  com¬ 
puter  storage  media,  and  microfilm. 

Retrievability: 

By  name,  social  security  account  number  and  other  items  of  rele¬ 
vant  information. 

Safeguards: 

For  paper,  computer  printouts  and  microfilm  •  Secure  limited 
access  facilities,  within  those  facilities  secure  limited  access  rooms 
and  within  those  rooms  lockable  containers.  Access  to  information  is 
limited  to  those  individuals  authorized  and  responsible  for  personnel 
management  or  supervision.  For  records  stored  on  magnetic  tape, 
disk  or  other  computer  storage  media  within  the  computer  process¬ 
ing  area,  additional  secure  limited  access  facilities,  specific  processing 
requests  from  authorized  persons  only,  specific  authority  to  access 
stored  records  and  delivery  to  authorized  persons  only.  Where  data 
elements  are  derived  from  the  Personnel  File,  remote  terminal  inhibi¬ 
tions  are  in  force  with  respect  to  access  to  complete  file  or  data 
relating  to  persons  not  assigned  to  requesting  organization  using  a 
remote  terminal.  Remote  terminals  are  secured,  are  available  to  au¬ 
thorized  persons  only,  and  certain  password  and  other  identifying 
information  available  to  authorized  users  only  is  required.  Terminals 
are  not  available  outside  of  headquarters  area  locations. 

Retention  and  disposal: 

Primary  System  •  those  forms,  notices,  reports  and  memoranda 
consider^  to  be  of  permanent  value  or  required  by  law  or  regulation 
to  be  preserved  are  retained  for  the  period  of  employment  or  assign¬ 
ment  and  then  forwarded  to  the  gaining  organization  or  retained 
indefinitely.  If  the  action  is  separation  or  retirement,  these  items  are 
forwarded  to  the  Civil  Service  Commission  or  retired  to  the  Federal 
Records  Center  at  St.  Louis  as  appropriate.  Those  items  considered 
to  be  relevant  for  a  temporary  period  only  are  retained  for  that 
period  and  either  transferred  with  the  employee  or  assignee  or  de¬ 
stroyed  either  when  they  are  no  longer  relevant  or  at  time  of  separa¬ 
tion  or  retirement.  Computerized  portion  is  purged  and  updat^  as 
appropriate.  Personnel  summary,  training,  testing  and  past  activity 
segments  retained  permanently.  All  other  portions  deleted  at  end  of 
tenure. 

Decentralized  System  -  Files  are  transferred  to  gaining  organiza¬ 
tion  or  destroyed  upon  separation  as  appropriate,  ^mputer  listings 
of  personnel  assigned  to  an  organization  are  destroyed  upon  receipt 
of  updated  listings. 

System  managerts)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Forms  used  to  collect  and  process  individual  for  employment, 
access  or  assignment,  forms  and  memoranda  used  to  request  person¬ 
nel  actions,  training,  awards,  professionalization,  transfers,  promotion, 
organization  and  supervisor  reports  and  requests,  educational  institu¬ 
tions,  references.  Civil  Service  Commission  and  other  governmental 
entities  as  appropriate,  and  other  sources  as  appropriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act: 


Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
the  provisions  of  section  552  (b)  (1)  of  this  title;  individual  records 
constituting  investigatory  material  compiled  solely  for  the  purpose  of 
determining  suitability,  eligibility  or  qualifications  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  classi¬ 
fied  information  are  exempted  pursuant  to  subsection  (k)  (5);  individ¬ 
ual  records  consisting  of  testing  or  examination  material  used  solely 
to  determine  individual  qualifications  for  appointment  or  promotion 
in  the  Federal  Service  are  exempted  pursuant  to  subsection  (k)  (6).  In 
addition,  certain  records  may  be  subject  to  specific  provisions  of 
Public  Law  86-36,  Public  Law  88-290  and  Title  18  U.S.C.  798. 

GNSAIO 

System  name: 

NSA/CSS  Personnel  Security  File 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments  -  ^ch  staff,  line,  contract  and  field  ele¬ 
ment  as  appropriate. 

Categories  of  individuals  covered  by  the  system: 

Applicants  for  employment  with  NSA/CSS;  civilian  employees; 
personnel  under  contract;  military  assignees,  members  of  ^visory 
groups;  consultants;  experts;  other  military  personnel,  federal  employ¬ 
ees,  employees  of  contractors,  and  employees  of  services  and  other 
individuals  who  require  access  to  NSA/CSS  facilities  or  information. 

Categories  of  records  in  the  system: 

File  Folder  -  Photograph,  fingerprint  data,  statement  of  personal 
history,  agreements  with  respect  to  specific  security  processing  pro¬ 
cedures,  security  processing  forms  and  records,  investigative  reports, 
incident  and  complaint  reports,  unsolicited  information  when  rele¬ 
vant,  reports  by  domestic  law  enforcement  agencies  when  relevant, 
clearance  data,  access  authorization,  foreign  travel  data,  security  se¬ 
crecy  agreements,  separation  and  retirement  data  and  other  informa¬ 
tion  as  required  and  relevant.  Computer  File  -  contains  data  elements 
representing  a  summary  and  index  of  the  file  folder  data  to  include 
personal  identifying  data,  relevant  security  processing  data,  clearance 
and  access  data,  separation  and  retirement  data. 

Authority  for  maintenance  of  the  system: 

Public  Law  88-290,  Public  Law  86-36,  Title  18  U.S.C.  798,  Title  50 
U.S.C.  403  (d)  (3),  Executive  Orders  10450,  10865  and  1 1652. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose  of  this  file  is  to  insure  compliance  with  cited  authorities. 
Users  of  this  file  and  its  segments  are  limited  to  properly  authorized 
staff,  line,  contract  and  field  element  officers,  employees  or  a.ssignees. 
The  file  is  used  to  carry  out  the  purpose  cited  and  in  determinations 
with  respect  to  employment,  access,  assignment  and  reassignment, 
assignment  to  a  board  of  appraisal  or  management  promotion,  foreign 
official  and  unofficial  travel,  and  other  personnel  actions  where  secu¬ 
rity  represents  a  relevant  and  valid  element  of  the  determination.  In 
addition,  files  or  portions  thereof  may  be  made  available  to  the 
Defense  Investigative  Service,  military  investigative  services,  other 
appropriate  entities.  Department  of  Justice,  governmental  elements 
involved  in  National  Agency  checks,  members  and  staff  of  the  De¬ 
fense  Investigative  Review  ^uncil  as  appropriate  with  their  inspec¬ 
tion  authorities.  Department  of  Defense  General  Counsel  and  Direc¬ 
tor  of  Central  Intelligence  and  his  General  Counsel  in  the  event  of 
litigation  or  anticipate  litigation  with  respect  to  unauthorized  disclo¬ 
sures  of  classified  intelligence  or  intelligence  sources  and  methods 
and  related  court  actions,  other  government  agencies  and  private 
contractors  requiring  clearance  status  information  and  authorized  to 
receive  same,  judicial  branch  elements  pursuant  to  specific  court 
orders  or  with  respect  to  litigation,  elements  of  the  Department  of 
Defense  involved  in  administration  of  the  Industrial  Security  Pro¬ 
gram,  the  Civil  Service  Commission  as  required,  and  public  law 
enforcement  authorities  when  a  specific  breach  of  criminal  statutes  is 
involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Magnetic  tape,  disk  or  other  computer  storage  media, 
computer  paper  printouts,  paper  in  file  folders,  microfilm. 

Retrievability: 

By  name  or  unique  number  assigned  individual. 

Safeguards: 

For  paper,  computer  printouts  and  microfilm  -  Secure  limited 
access  facilities,  within  those  facilities  lockable  containers.  Access  to 
information  is  limited  to  authorized  individuals.  For  machine  records 
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stored  on  magnetic  tape,  disk  or  other  computer  storage  media 
uithin  the  computer  processing  area,  additional  secure  limited  access 
facilities,  specific  processing  requests  from  authorized  persons  only, 
specific  authority  to  access  stored  records  and  delivery  to  authorized 
persons  only.  Remote  terminals  are  secured,  are  asaiiable  to  author¬ 
ized  persons  only,  and  certain  password  and  other  identifying  infor¬ 
mation  available  to  authorized  users  only  is  required-  Terminals  are 
not  available  outside  of  specific  security  offices  at  headquarters  area 
locations. 

Retention  and  disposal: 

Primary  System  -  Files  on  individuals  assigned,  employed,  or 
granted  access  to  NSA/CSS  information  or  facilities  -  retained  for  a 
minimum  of  30  years  after  last  security  action  reflected  in  the  file, 
then  destroyed.  Files  initiated  on  individuals  requesting  employment, 
assignment  or  access  but  never  completed  due  to  non-employment, 
non-assignment  or  withdrawal  or  denial  of  grant  of  access  are  de¬ 
stroyed  within  one  year.  Computer  records  are  purged  and  updated 
consistent  with  these  retention  policies. 

System  managerts)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Data  provided  by  individual  during  employment  and  security  proc¬ 
essing,  data  provided  by  investigative  service  processing  individual's 
background  investigation,  data  provided  by  references,  educational 
institutions  and  other  sources  named  by  individual  or  developed 
during  background  investigation,  unsolicited  data  from  any  source 
where  relevant,  data  provided  by  Civil  Service  Commission  and 
other  agencies,  departments  and  governmental  elements  involved  in 
the  conduct  of  National  Agency  checks,  the  Federal  Bureau  of 
Investigation,  data  developed  by  appropriate  governmental  elements 
in  the  course  of  a  national  security  investigation  or  investigation  into 
alleged  violations  of  criminal  statutes  related  to  unauthorized  disclo¬ 
sures  of  intelligence  or  protection  of  intelligence  sources  and  meth¬ 
ods,  documents  furnished  by  agency  element  sponsoring  individual 
for  access  to  specific  classifi^  information. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
the  provisions  of  section  552(b)  (1)  of  this  title;  individual  records 
constituting  investigatory  material  compiled  for  law  enforcement  pur¬ 
poses  other  than  material  within  the  scope  of  subsection  (j)  (2)  of 
section  552a  are  exempted  pursuant  to  subsection  (k)  (2);  individual 
records  constituting  investigatory  material  compiled  solely  for  the 
purpose  of  determining  suitability,  eligibility  or  qualifications  for 
Federal  civilian  employment,  military  service.  Federal  contracts,  or 
access  to  classified  information  are  exempted  pursuant  to  subsection 
(k)  (5).  In  addition,  certain  records  may  be  subject  to  specific  provi¬ 
sions  of  Public  Law  86-36,  Public  Law  88-290  and  Title  18  U.S.C. 
798. 

GNSAIl 

System  name: 

NSA/CSS  Time,  Attendance  and  Absence 

System  location: 

Primary  System  -  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  ^gments  -  Each  staff,  line,  contract,  and  field  ele¬ 
ment  as  authorized  and  appropriate. 

Categories  of  individuals  covered  by  the  system: 

NSA/CSS  civilian  employees,  personnel  under  contract  and  mili¬ 
tary  assignees. 

Categories  of  records  in  the  system: 

File  contains  request  forms,  time  cards,  authorization  forms,  notifi¬ 
cations,  locator  cards  and  other  correspondence  or  revisions  thereof 
related  to  actions  concerning  time,  attendance,  absence,  annual  leave. 


sick  leave,  leave  without  pay,  advance  leave,  administrative  leavi 
exemplary  use  of  leave,  unauthorized  leave  and  absences  and  othf 
related  matters. 

Authority  for  maintenance  of  the  system: 

Public  Law  86-36,  Public  Law  88-290,  section  113  of  the  Budgr 
and  Accounting  Procedures  Act  of  1950,  as  amended,  31  U.S.C.  60.- 

Routinc  uses  of  records  maintained  in  the  system,  including  catego 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  these  files  is  to  provide  a  means  of  accounting  fo- 
ail  time,  attendances  and  absences  of  NSA/CSS  civilian  employees 
contract  employees  and  military  assignees.  The  users  of  these  files  art 
those  staff,  line,  contract  and  field  officers,  employees,  and  assignee- 
authorized  to  account  for  or  investigate  employee  time,  attendance 
and  absence.  The  files  may  be  used  to  make  performance,  payroll 
personnel  and  security  determinations.  Where  required,  specific  infoi 
mation  from  these  files  may  be  made  available  to  appropriate  investi 
gatory  authorities  engaged  in  national  security  or  criminal  investiga 
tions,  hearing  examiners  and  other  authorize  individuals  with  re 
spect  to  grievances  or  adverse  actions,  and  to  those  agencies  identi 
fied  in  the  NSA/CSS  System  of  Records  named  'Payroll  and  Claims 
as  necessary  to  document  payroll  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  file  cards,  machine-readable  cards, 
computer  printouts,  computer  magnetic  tapes,  disks  and  other  com¬ 
puter  storage  media,  and  microfilm. 

Retrievability: 

May  be  retrieved  by  name  and  in  some  cases  social  security  ac¬ 
count  number. 

Safeguards: 

For  paper,  cards,  printouts  and  microfilm  -  Secure  limited-access 
facilities  and  within  those  facilities  lockable  containers  as  appropriate 
Access  by  authorized  individuals  only.  Current  time  cards  are  not 
secured  with  respect  to  individual  employees  within  immediate  work 
ing  element.  For  machine-  readable  cards,  computer  magnetic  tapes 
and  disks  and  other  computer  storage  media  within  the  computer 
processing  area  additional  secure  limited-  access  facilities,  specific 
processing  requests  from  authorized  persons  only,  specific  authority 
to  access  stored  cards,  tapes  or  disk  files. 

Retention  and  disposal: 

Primary  System  -  Records  are  reviewed  annually  and  retired  or 
destroyed  as  appropriate.  Permanent  records  are  retired  to  the  St. 
Louis  Federal  Records  Center  after  completion  of  audit.  Computer 
records  are  purged  and  updated  consistent  with  these  retention  poli¬ 
cies. 

Decentralized  Segments  -  Records  are  temporary,  are  retained  for 
the  period  the  individual  is  assigned  to  an  element,  or  disposed  of  as 
appropriate.  Time  cards  and  other  appropriate  forms  for  pay  and 
leave  purposes  are  forwarded  each  pay  period  to  the  payroll  office 

System  manager(s)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Time  cards,  request  forms  and  related  correspondence  from  indi¬ 
vidual  employees  and  assignees,  authorizations  and  notifications  from 
authorizing  officers,  correspondence  from  supervisory  personnel  and 
investigating  officers  with  respect  to  abuses  of  leave  and  attendance 
or  unauthorized  leave  and  absences,  other  records  or  reports  related 
to  either  exemplary  use  of  leave  or  abusive  use  of  leave,  and  other 
sources  as  appropriate  and  required. 

Systems  exempted  from  certain  provisions  of  the  act: 

Individual  records  in  this  file  which  are  classified  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
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the  provisions  of  section  552  (b)  (1)  of  this  title.  In  addition  certain 
records  may  be  subject  to  specific  provisions  of  Public  Law  86-36, 
Public  Law  88-290  and  Title  18  U.S.C.  798. 

GNSA12 

System  name: 

NSA/CSS  Training 

System  location: 

Primary  System-National  Security  Agency/Central  Security  Serv¬ 
ice,  Ft.  George  G.  Meade,  Md.  20755. 

Decentralized  Segments-Each  staff,  line,  contract  and  field  element 
as  authorized  and  appropriate. 

Categories  of  individuals  covered  by  the  system: 

NSA/CSS  employees,  personnel  under  contract,  military  assignees 
and  other  government  employees,  designees  and  military  personnel  as 
required  and  appropnate  who  attend  courses  or  receive  training  by 
or  under  NSA/CSS  sponsorship. 

Categories  of  records  in  the  system: 

File  contains  forms,  correspondence,  memoranda,  student  and  in¬ 
structor  surveys,  requests  and  other  information  related  to  testing  and 
training;  tests  and  test  results;  test  grades,  course  grades  and  other 
student  and  instructor  evaluations;  course  and  class  rosters,  rosters  of 
individuals  by  specialty;  attendance  and  time  utilization  reports  for 
students  and  instructors;  biographical  sketches  where  required  and 
appropriate;  course  and  training  histories;  other  course  research  and 
evaluation  data;  student  disciplinary  actions  and  complaints;  waiver 
requests  and  responses;  selected  personal  data  including  education 
level  and  scholastic  achievements;  course  and  training  cost  data 
where  appropriate;  reimbursement  and  service  agreements  where  ap¬ 
propriate;  and  other  records  related  to  civilian  and  military  training 
as  required  and  appropriate. 

Authority  for  maintenance  of  the  system: 

Title  5  U.S.C.  Chapter  41,  Executive  Order  11348,  Civil  Service 
Commission  implementing  directives  as  contained  in  the  Federal  Per¬ 
sonnel  Manual,  Public  Law  86-36. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purposes  of  this  file  are  to  provide  documentation  concerning 
individual  training,  develop  training  requirements,  refine  training 
methods  and  techniques,  provide  individual  career  and  training  coun¬ 
seling.  The  users  of  this  file  are  those  staff,  line,  contract  and  field 
officers,  employees  and  assignees  as  authorized  and  appropriate.  In 
addition,  portions  of  these  files  are  incorporated  in  the  Personnel 
File,  are  made  available  to  management  and  supervisory  personnel 
and  to  other  governmental  entities  as  required  and  appropriate.  The 
file  is  used  to  carry  out  the  purposes  cited  above,  perform  certain 
statistical  analyses  related  to  training  and  reports  concerning  training, 
and  may  be  used  to  assist  in  the  evaluation  of  an  individual’s  per¬ 
formance,  readiness  for  promotion,  potential  for  career  development, 
assignments  requiring  special  qualifications  and  other  actions  as  ap¬ 
propriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  card  files,  binders,  computer  punch 
cards,  computer  listings,  computer  magnetic  tapes,  disks  and  other 
computer  storage  media,  microfilm. 

Retrievability: 

By  name. 

Safeguards: 

For  paper,  computer  printouts  and  microfilm  -  Secure  limited 
access  f^acilities,  within  those  facilities  secure  limited  access  rooms 
and  within  those  rooms  lockable  containers  as  appropriate.  Access  to 
information  is  limited  to  authorized  individuals  only.  For  machine 
records  stored  on  magnetic  tape,  disk  or  other  computer  storage 
media  within  the  computer  processing  area,  additional  secure  limited 
access  facilities,  specific  processing  requests  from  authorized  persons 
only,  specific  authority  to  access  stored  records  and  delivery  to 
authorized  persons  only.  Where  data  elements  are  derived  from  the 
Personnel  System,  remote  terminal  inhibitions  are  in  force  with  re¬ 
spect  to  access  to  complete  file  or  data  relating  to  persons  not 
assigned  to  requesting  organization  using  a  remote  terminal.  Remote 
terminals  are  secured,  available  to  authorized  persons  only,  and  cer¬ 
tain  password  and  other  identifying  information  available  to  author¬ 
ized  users  only  is  required.  Terminals  are  not  available  outside  of 
headquarters  area  locations. 

Retention  and  disposal: 


Primary  System  -  Records  are  reviewed  annually  and  retained  or 
destroyed  as  appropriate.  Copies  of  items  of  significance  with  respect 
to  the  individual  are  included  in  the  Personnel  File  and  retention  is  in 
accordance  with  the. retention  policies  for,  that  system.  Items  used  as 
the  basis  of  statistical  studies  or  other  research  efforts  may  be  re¬ 
tained  indefinitely.  Computer  listings  and  records  are  purged  and 
updated  as  required  and  appropriate.  Decentralized  System  -  Records 
are  reviewed  annually  and  retained  or  destroyed  as  appropriate. 
Individual's  file  may  be  transferred  to  gaining  organization  if  appro¬ 
priate.  Computer  listings  and  records  are  purged  and  updated  as 
required  and  appropriate. 

System  manageKs)  and  address: 

Director,  NSA. 

Notification  procedure: 

Requests  from  individuals  for  notification  shall  be  in  writing  ad¬ 
dressed  to  Information  Officer,  National  Security  Agency/Central 
Security  Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  access  procedures: 

Requests  from  individuals  for  access  shall  be  in  writing  addressed 
to  Information  Officer,  National  Security  Agency/Ccntral  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Contesting  record  procedures: 

The  NSA/CSS  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  by  written  request  addressed  to 
Information  Officer,  National  Security  Agency/Central  Security 
Service,  Ft.  George  G.  Meade,  Md.  20755. 

Record  source  categories: 

Individual,  supervisors,  training  counselors,  instructors  and  other 
training  personnel;  other  governmental  entities  nominating  individ¬ 
uals  for  training;  other  training  and  educational  institutions;  Personnel 
File,  and  other  sources  as  required  and  appropriate. 

Systems  exempted  from  certain  provisions  of  the  art: 

Individual  records  in  this  file  which  are  classfied  are  exempted 
pursuant  to  Title  5,  U.S.C.,  section  552a,  subsection  (k)  (1)  subject  to 
the  provisions  of  section  552(b)  (1)  of  this  title;  individual  records 
constituting  investigatory  material  compiled  solely  for  the  purpose  of 
determining  suitability,  eligibility  or  qualificatons  for  Federal  civilian 
employment,  military  service.  Federal  contracts,  or  access  to  classi¬ 
fied  information  are  exempted  pursuant  to  subsection  (k)  (5);  individ¬ 
ual  records  consisting  of  testing  or  examination  material  used  solely 
to  determine  individual  qualifications  for  appointment  or  promotion 
in  the  Federal  Service  are  exempted  pursuant  to  Subsection  (k)  (6). 
In  addition,  certain  records  may  be  subject  to  specific  provisions  of 
Public  Law  86-36,  Public  Law  88-290,  and  Title  18  U.S.C.  798. 


DEFENSE  NUCLEAR  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
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or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necestory 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  r^ponse  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency's  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as.  but  not  limited  to.  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  A- 19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCI.OSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law'  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  S,  U.S.Code,  Sections  S516,  SSI 7,  SS20,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFHCE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 


authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 


HDNA  001 

System  name: 

DNAOOl  Employee  Assistance  Program  Case  Record  Systems 

Sy  stem  location; 

Civilian  Personnel  Office,  Defense  Nuclear  Agency,  Vvashington, 
D.C.,  20305,  Routing  Symbol:  PACV.  Also  at  the  following  subordi¬ 
nate  commands:  Civilian  Personnel  Office,  Bldg  2023A,  Kirtland 
AFB,  New'  Mexico,  87115;  and  Civilian  Personnel  Office.  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland,  20014, 
Bldg  42.  located  on  the  grounds  of  the  National  Naval  Medical 
Centfer. 

Categories  of  individuals  covered  by  the  system; 

All  civilian  employees  in  appropriated  and  non-appropriated  fund 
activities  who  are  referred  by  management  for,  or  voluntarily  re¬ 
quest,  counseling  assistance. 

Categories  of  records  in  the  system; 

Case  records  on  employees  w'hich  are  maintained  by  counselors, 
supervisors,  and  civilian  personnel  offices  and  consist  of  information 
on  condition,  current  status,  and  progress  of  employees  or  depend¬ 
ents  who  have  alcohol,  drug,  emotional,  or  other  Job  performance 
problems. 

Authority  for  maintenance  of  the  system; 

Drug  Abuse  Office  and  Treatment  Act  of  1972,  as  amended  by 
Public  Law  93-282  (21  USC  1175);  Comprehensive  Alcohol  Abuse 
and  Alcoholism  Prevention,  Treatment,  and  Rehabilitation  Act  of 
1970,  as  amended  by  Public  Law  93-282  (42  USC  4582);  Subchapter 
A  of  Chapter  I,  Title  42,  Code  of  Federal  Regulations;  Chapter  43  of 
Title  5.  use. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

Used  by  the  counselor  in  the  execution  of  the  counseling  function 
as  it  applies  to  the  individual  employee.  With  specific  W'ritten  author¬ 
ity  of  the  employee  selected  information  may  be  provided  to  and 
used  by  other  counselors  or  medical  personnel,  research  personnel, 
employers,  representatives  such  as  legal  counsel,  and  to  other  agen¬ 
cies  or  individuals  when  disclosure  is  to  the  employee's  benefit,  such 
as  for  processing  retirement  applications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage; 

Case  records  are  stored  in  paper  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards; 

Buildings  employ  security  guards.  Records  are  maintained  in 
locked  security  containers  accessible  only  to  personnel  who  are  prop¬ 
erly  screened,  cleared  and  trained. 

Retention  and  disposal: 

Records  are  purged  of  identifying  information  within  five  years 
after  termination  of  counseling  or  destroyed  when  they  are  no  longer 
useful. 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74433 


System  managers)  and  address: 

Civilian  Personnel  Officer,  Defense  Nuclear  Agency,  Washington, 
D.C.,  20305,  for  Headquarters,  Defense  Nuclear  Agency;  Chiefi  Ci¬ 
vilian  Personnel,  Armed  Forces  Radiobiology  Research  Institute,  Be- 
thesda,  Maryland,  20014,  for  Armed  Forces  Radiobiology  Research 
Institute;  Civilian  Personnel  Officer,  Kirtland  AFB,  New  Mexico, 
871  IS,  for  Field  Command,  Defense  Nuclear  Agency. 

Notification  procedure: 

Information  may  be  obtained  from:  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.  C.,  20305,  Telephone: 
Area  Code  202-325-7592  for  Headquarters,  Defense  Nuclear  Agency; 
Chief,  Civilian  Personnel,  Armed  Forces  Radiobiology  Research  In¬ 
stitute,  Bethcsda,  Maryland,  20014,  Telephone:  Area  Code  301-295- 
1047,  for  Armed  Forces  Radiobiology  Research  Institute;  or  Civilian 
Personnel  Officer,  Bldg  2023 A,  Kirtland  AFB,  New  Mexico,  87115, 
Telephone:  Area  Code  505-26^9253,  for  Field  Command,  Defense 
Nuclear  Agency.  The  letter  should  contain  the  full  name  and  signa¬ 
ture  of  the  requester  and  the  approximate  period  of  time,  by  date, 
during  which  the  case  record  was  developed. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  same  address  as 
stated  in  the  notification  section  above. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Counselors,  other  officials,  individuals  or  practitioners,  and  other 
agencies  both  in  and  outside  of  Government. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

HDNA  002 

System  name: 

DNA002  Employee  Relations 

System  location: 

Civilian  Personnel  Office,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  Routing  Symbol:  PACV.  Also  at  the  following  subor¬ 
dinate  commands:  Civilian  Personnel  Office,  Bldg  2023 A,  Kirtland 
AFB,  New  Mexico,  87115;  and  Civilian  Personnel  Office,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland,  20014, 
Bldg  42,  located  on  the  grounds  of  the  National  Naval  Medical 
Center. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  paid  from  appropriated  funds  serving  under 
career,  career-conditional,  temporary  and  excepted  service  appoint¬ 
ments  on  whom  discipline,  grievances,  and  complaints  records  exist. 

Discrimination  complaints  of  civilian  employees,  paid  from  appro¬ 
priated  and  non-appropriated  funds,  applicants  for  employment  and 
former  employees  in  appropriated  and  non-appropriated  positions. 
Management  Operation  Record  system  consisting  of  manual  file 
maintained  by  immediate  supervisors  and  high  level  managers  con¬ 
cerning  employee  performance,  capability,  informal  discipline,  attend¬ 
ance,  leave  and  tardiness,  work  assignments,  and  similar  work  related 
employee  records. 

Categories  of  records  in  the  system: 

Manual  files,  maintained  in  paper  folders,  contain  copies  of  docu¬ 
ments  and  information  pertaining  to  discipline,  grievances,  com¬ 
plaints.  and  appeals. 

Authority  fur  maintenance  of  the  system: 

Executive  Order  9830,  Amending  the  Civil  Service  Rules  and 
Providing  for  Federal  Personnel  Administration;  4  USC  1302,  3301, 
3302;  Executive  Order  10577,  Amending  the  Civil  Service  Rules  and 
Authorizing  a  New  Appointment  System  for  the  Competitive 
System.  PL  92-261,  The  Equal  Employment  Opportunity  Act  of 
1972;  PL  93-259,  Extension  of  Age  Discrimination  in  Employment 
Act  of  1967;  5  USC  7512;  Executive  Order  11491,  Labor-Manage¬ 
ment  Relations  in  the  Federal  Service. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  of  the  Defense  Nuclear  Agency  in  the  performance  of 
their  official  duties  related  to  the  management  of  civilfan  employees 
in  the  processing,  administration,  and  adjudication  of  discipline, 
grievances,  complaints,  appeals,  litigation,  and  program  evaluation. 

Representatives  of  the  United  States  Civil  Service  Commission  on 
matters  relating  to  the  inspection,  survey,  audit  or  evaluation  of 
civilian  personnel  management  programs  or  personnel  actioms,  or 


such  other  matters  under  the  jurisdiction  of  the  Commission.  Appeals 
officers  and  complaints  examiners  of  the  Federal  Employee  Appeals 
Authority  for  the  purpose  of  conducting  hearings  in  connection  with 
employees’  appeals  from  adverse  actions  and  formal  discrimination 
complaints.  The  Comptroller  General  or  any  of  his  authorized  repre¬ 
sentatives,  in  the  course  of  the  performance  of  duties  of  the  General 
Accounting  Office  relating  to  the  civilian  manpower  management 
programs.  The  Attorney  General  of  the  United  States  or  his  author¬ 
ized  representatives  in  connection  with  litigation,  law  enforcement  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  The  Senate  or  the  House  of  Representatives  of  the 
United  States  or  any  member,  committee  or  sulKommittee  of  joint 
committees  on  matters  within  their  jurisdiction  relating  to  the  above 
programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  paper  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in 
locked  security  containers  accessible  only  to  personnel  who  are  prop¬ 
erly  screened,  cleared  and  trained. 

Retention  and  disposal: 

Records  are  destroyed  upon  separation  of  the  employee  from  the 
agency  or  in  accordance  with  appropriate  record  disposal  schedule. 

System  manager(s)  and  address: 

Civilian  Personnel  Officer,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  for  Headquarters,  Defense  Nuclear  Agency;  Chief, 
Civilian  Personnel,  Armed  Forces  Radiobiology  Research  Institute, 
Bethesda,  Maryland,  20014,  for  Armed  Forces  Radiobiology  Re¬ 
search  Institute;  Civilian  Personnel  Officer,  Kirtland  AFB,  New 
Mexico,  87115,  for  Field  Command,  Defense  Nuclear  Agency. 

Notification  procedure: 

Information  may  be  obtained  from:  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.  C.,  20305,  Telephone; 
Area  Code  202-325-7592  for  Headquarters,  Defense  Nuclear  Agency; 
Chief,  Civilian  Personnel,  Armed  Forces  Radiobiology  Research  In¬ 
stitute,  Bethesda,  Maryland,  20014,  Telephone:  Area  Code  301-295- 
1047,  for  Armed  Forces  Radiobiology  Research  Institute;  or  Civilian 
Personnel  Officer,  Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115, 
Telephone;  Area  Code  505-26^9253,  for  Field  Command,  Defense 
Nuclear  Agency.  The  letter  should  contain  the  full  name  and  signa¬ 
ture  of  the  requester  and  the  approximate  period  of  time,  by  date, 
during  which  the  case  record  was  developed. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  same  address  as 
stated  in  the  notification  section  above. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Supervisors  or  other  appointed  officials  designated  for  this  pur¬ 
pose. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

HDNA  003 

System  name: 

Labor  Management  Relations  Records  Systems 

System  location: 

Civilian  Personnel  Office,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  Routing  Symbol:  PACV.  Also  at  the  following  subor¬ 
dinate  commands:  Civilian  Personnel  Office,  Bldg  2023A,  Kirtland 
AFB,  New  Mexico,  87115;  and  Civilian  Personnel  Office,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland,  20014, 
Bldg  42,  located  on  the  grounds  of  the  National  Naval  Medical 
Center. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  paid  from  appropriated  and  non-appropriated 
funds,  who  are  involved  in  a  grievance  which  has  been  referred  to  an 
arbitrator  for  resolution,  union  officials,  union  stewards;  and  repre¬ 
sentatives. 
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Categories  of  records  in  the  system: 

Manual  files,  maintained  in  paper  folders,  filed  by  type  of  case  and 
case  number  (not  individual).  Folder  contains  all  information  pertain¬ 
ing  to  a  specific  arbitration  case  of  specific  Unfair  Labor  Practice 
with  whom  Defense  Nuclear  Agency  has  dealings;  subordinate  ele¬ 
ments  maintain  manual  roster  of  local  union  officials  and  union  stew¬ 
ards. 

Authority  for  maintenance  of  the  system: 

Executive  Order  11491,  as  amended,  'Labor-Management  Relations 
in  the  Federal  Service.’ 

Routine  uses  of  records  nuintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Defense  Nuclear  Agency  in  the 
performance  of  their  official  duties  related  to  the  Labor-Management 
Relations  Program,  e.g.,  administration/implementation  .of  arbitration 
awards,  interpretation  of  the  Executive  Order  through  3rd  party  case 
decisions;  national  consultation  and  other  dealings  with  the  recog¬ 
nized  unions;  Representatives  of  the  U.  S.  Civil  ^rvice  Commission 
on  matters  relating  to  the  inspection,  survey,  audit,  or  evaluation  of 
Civilian  Personnel  Management  Programs;  the  Comptroller  General 
or  any  of  his  authorized  representatives,  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Labor  Management  Relations  Program;  Officials  and  employees  of 
other  components  of  the  Department  of  Defense  in  the  performance 
of  their  official  duties  related  to  the  administration  of  the  Labor- 
Management  Relations  Program;  a  duly  appointed  hearing  examiner 
or  arbitrator  for  the  purpose  of  conducting  a  hearing  in  connection 
with  an  employee’s  grievance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  are  stored  in  paper  folders. 

Retrievability: 

Manual  records  are  retrieved  by  case  subject,  case  number,  and/or 
individual  employee  names. 

Safeguards: 

All  manual  files  are  accessible  only  to  authorized  personnel  having 
a  need  to  know. 

Retention  and  disposal: 

Case  files  are  permanently  maintained.  Union  official  rosters  are 
normally  destroy^  after  a  new  roster  has  been  established. 

System  managerfs)  and  address: 

Civilian  Personnel  Officer,  Defense  Nuclear  Agency,  Washington. 
D.  C.,  20305,  for  Headquarters,  Defense  Nuclear  Agency;  Chief, 
Civilian  Personnel,  Armed  Forces  Radiobiology  Research  Institute. 
Bethesda,  Maryland,  20014,  for  Armed  Forces  Radiobiology  Re¬ 
search  Institute;  Civilian  Personnel  Officer,  Kirtland  AFB,  New 
Mexico,  87115,  for  Field  Command,  Defense  Nuclear  Agency. 

Notification  procedure: 

Information  may  be  obtained  from:  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.  C.,  20305,  Telephone; 
Area  Code  202-325-7592  for' Headquarters,  Defense  Nuclear  Agency; 
Chief,  Civilian  Personnel,  Armed  Forces  Radiobiology  Research  In¬ 
stitute,  Bethesda,  Maryland,  20014,  Telephone:  Area  Code  301-295- 
1047,  for  Armed  Forces  Radiobiology  Research  Institute;  or  Civilian 
Personnel  Officer,  Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115, 
Telephone:  Area  Code  505-264-9253,  for  Field  Command,  Defense 
Nuclear  Agency.  The  letter  should  contain  the  full  name  and  signa¬ 
ture  of  the  requester  and  the  approximate  period  of  time,  by  date, 
during  which  the  case  record  was  developed. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  same  address  as 
stated  in  the  notification  section  above. 

Contesting  lecord  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Civilian  personnel  offices;  arbitrator’s  office;  union  headquarters 
offices.  , 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

HDNA  004 

System  name: 

Training  and  Employee  Development  Record  Systems. 


System  location: 

Civilian  Personnel  Office,  Defense  Nuclear  Agency,  Washington, 
D.C.,  20305,  Routing  Symbol:  PACV.  Also  at  the  following  subordi¬ 
nate  commands:  Civilian  Personnel  Office,  Bldg  2023A,  Kirtland 
AFB,  New  Mexico,  87115;  and  Civilian  Personnel  Office,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland,  20014, 
Bldg  42,  located  on  the  grounds  of  the  National  Naval  Medical 
Center. 

Categories  of  individuals  covered  by  the  system: 

Defense  Nuclear  Agency  civilian  employees,  fulltime  and  part- 
time,  receiving  training  supported  by  the  F^eral  Government,  paid 
from  appropriated  funds. 

Categories  of  records  in  the  system: 

Under  the  Defense  Nuclear  Agency’s  manual  and  automated  sys¬ 
tems,  automated  and  non-automated  records  are  maintained  reflecting 
information  pertaining  to  the  employee’s  identification,  social  security 
number,  occupational  status  (series,  grade  level,  and  supervisory 
status),  course  identification,  course  length,  category  and  purpose  of 
training  received,  date  on  which  training  was  completed,  associated 
costs.  Input  documents  for  the  systems  include,  but  are  not  limited  to 
completed  automated  forms,  training  reports,  authorization  and 
record,  keypunched  cards.  The  manual  files  are  maintained  in  paper 
folders  containing  employee’s  registration  and/or  record  of  training 
documents. 

Authority  for  maintenance  of  the  system: 

5  use  4103,  4118,  4115. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Defense  Nuclear  Agency  in  the 
performance  of  their  official  duties  related  to  the  management  of  the 
civilian  employee  training  programs,  the  design,  development,  main¬ 
tenance  and  operation  of  the  manual  and  automated  system  of  record 
keeping  and  reporting;  the  screening  and  selection  of  candidates  for 
centrally  administered  programs;  and  administration  of  grievance, 
appeals,  complaints,  and  litigation  involving  the  disclosure  of  records 
of  the  training  programs.  Representatives  of  the  United  States  Civil 
Service  Commission  on  matters  relating  to  the  inspection,  survey, 
audit  or  evaluation  of  the  civilian  training  programs,  or  such  other 
matters  under  the  Jurisdiction  of  the  Commission;  the  Comptroller 
General  or  any  of  his  authorized  representatives,  in  the  course  of  the 
performance  of  duties  of  the  General  Accounting  Office  relating  to 
the  civilian  training  program;  the  Attorney  General  of  the  United 
States  or  his  authorized  representatives  in  connection  with  litigation, 
law  enforcement,  or  other  matters  under  the/direct  jurisdiction  of  the 
Department  of  Justice  or  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies;  officials  and  employees  of  other 
Department  of  Defense  agencies  of  the  Executive  Branch  of  govern¬ 
ment  upon  request  in  the  performance  of  their  official  duties  related 
to  the  screening  and  selection  of  candidates  for  programs  sponsored 
by  their  organization.  A  duly  appointed  Hearing  Examiner  or  Arbi¬ 
trator  for  the  purpose  of  conducting  a  hearing  in  connection  with  an 
employee’s  grievance  involving  the  disclosure  of  the  records  of  the 
Defense  Nuclear  Agency’s  training  program;  an  arbitrator  who  is 
given  a  contract  pursuant  to  a  negotiated  labor  agreement  to  hear  an 
employee’s  grievance  involving  the  disclosure  of  the  records  of  the 
Defense  Nuclear  Agency  Training  and  Employee  Development 
Record  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes,  drums,  computer 
printouts,  and  on  punched  cards.  Manual  records  are  stored  in  paper 
file  folders. 

Retrievability: 

Automated  records  are  retrieved  by  social  security  number. 
Manual  records  are  retrieved  by  employee’s  last  name. 

Safeguards: 

The  computer  facility  and  terminal  are  located  in  restricted  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained.  Manual  records  and  computer  printouts  are 
available  only  to  authorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Computer  magnetic  tapes  are  permanent.  Manual  records  are  main¬ 
tained  on  a  fiscal  year  basis  and  are  retained  for  varying  periods  from 
1  to  5  fiscal  years  after  which  they  are  destroyed  in  accordance  with 
appropriate  record  disposal  schedule. 

System  mairagerts)  and  address: 
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Civilian  Personnel  OfTicer,  Defense  Nuclear  Agency,  Washington, 
D.  C.,  20305,  for  Headquarters,  Defense  Nuclear  Agency;  Chief, 
Civilian  Personnel,  Armed  Forces  Radiobiology  Research  Institute, 
Bethesda,  Maryland,  20014,  for  Armed  Forces  Radiobiology  Re¬ 
search  Institute;  Civilian  Personnel  Officer,  Kirtland  AFB,  New 
Mexico,  87115,  for  Field  Command,  Defense  Nuclear  Agency. 

Notification  procedure: 

Information  may  be  obtained  from;  Civilian  Personnel  Officer, 
Defense  Nuclear  Agency,  Washington,  D.  C.,  20305,  Telephone; 
Area  Code  202-325-7592  for  Headquarters,  Defense  Nuclear  Agency; 
Chief,  Civilian  Personnel,  Armed  Forces  Radiobiology  Research  In¬ 
stitute,  Bethesda,  Maryland,  20014,  Telephone;  Area  Code  301-295- 
1047,  for  Armed  Forces  Radiobiology  Research  Institute;  or  Civilian 
Personnel  Officer,  Bldg  2023A,  Kirtland  AFB,  New  Mexico,  87115, 
Telephone;  Area  Code  505-264-9253,  for  Field  Command,  Defense 
Nuclear  Agency.  The  letter  should  contain  the  full  name  and  signa¬ 
ture  of  the  requester  and  the  approximate  period  of  time,  by  date, 
during  which  the  case  record  was  developed. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  same  address  as 
.stated  in  the  notification  section  above. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  voluntarily  submitted  by  the  individual  or  obtained 
from  the  civilian  personnel  offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

HDNA  102-03 

System  name: 

102-03  Headquarters  Personnel  Roster 

System  location: 

Primary  System  -  Administrative  Services  Division,  Personnel  and 
Administration  Directorate,  Headquarters,  Defense  Nuclear  Agency 
(DNA),  Washington,  D.  C.  20305.  Decentralized  Segments  -  Internal 
organizational  elements  of  the  Agency  Headquarters,  and  subordinate 
elements  receive  hard  copies  of  the  roster. 

Categories  of  individuals  covered  by  the  system: 

Any  individual  military  or  civilian  employed  by  DNA. 

Categories  of  records  in  the  system: 

File  contains  individual  personal  information  consisting  of  name, 
SSAN,  preferred  first  name,  grade,  service  comiwnent,  first  name  of 
spouse,  office  symbol,  telephone  and  intercom  number,  room  number, 
home  address  and  home  telephone  number. 

Authority  for  maintenance  of  the  system: 

5  use  301,  302  Public  Law  89-554,  6  September  1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Administrative  Services  Division  -  To  locate  personnel;  prepare 
and  publish  roster.  Individuals  -  To  obtain  personal  locator  informa¬ 
tion  so  as  to  facilitate  communications/contact  for  official  and  social 
purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Cards  in  Card  File  Box  and  printed  paper  rosters. 

Retrievability: 

Filed  alphabetically  by  last  name. 

Safeguards: 

Building  employs  security  guards  and  protected  by  intrusion  alarm 
system.  Records  are  maintained  in  area  accessible  only  to  authorized 
personnel  of  the  Agency  that  are  properly  screened,  cleared  and 
trained. 

Retention  and  disposal: 

Records  are  retained  in  active  file  as  long  as  individual  is  assigned 
to  the  Agency.  Upon  departure  of  the  individual  record  is  destroyed. 

System  managerts)  and  address: 

Chief,  Administrative  Services  Division,  Headquarters,  Defense 
Nuclear  Agency,  Washington,  D.  C.  20305. 

Notification  procedure: 


Information  may  be  obtained  from:  Administrative  Services  Divi¬ 
sion,  Headquarters,  Defense  Nuclear  Agency,  Washington,  D.  C. 
20305. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to;  Chief,  Adminis¬ 
trative  Services  Division,  Headquarters,  Defen.se  Nuclear  Agency, 
Washington,  D.  C.  20305  or  by  a  visit  to  Room  127,  6801  Telegraph 
Road,  Alexandria,  Virginia  22310. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  SYSMANAGER. 

Record  source  categories: 

Information  voluntarily  submitted  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

HDNA  412-14 

System  name: 

412-14  Biography  Files 

System  location: 

Public  Affairs  Office,  Defense  Nuclear  Agency,  Washington,  D 
C.,  20305,  Routing  Symbol:  PAO. 

Categories  of  individuals  covered  by  the  system: 

Senior  military  officers  of  the  Army,  Air  Force,  Navy  and  Marines 
who  hold  positions  within  the  chain  of  command  or  heads  of  major 
headquarters  within  the  services  that  may  on  acca.sion  interface  with 
Defense  Nuclear  Agency  and/or  its  components.  Civilians  who  are 
senior  officials  within  the  Department  of  Defensc/Government  agen¬ 
cies  within  the  chain  of  command  or  department  heads  that  may  on 
occasion  interface  with  Defense  Nuclear  Agency  and/or  its  compo¬ 
nents. 

Categories  of  records  in  the  system: 

Brief  biographical  data  (sometimes  including  photographs),  ob¬ 
tained  on  a  voluntary  basis  with  data  approved  by  the  individual. 

Authority  for  maintenance  of  the  system: 

5  use  301,  302  Public  Law  89-554,  6  September  1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  maintain  current  biographies  on  ke.y  Defense  Nuclear  Agency 
personnel  for  use  in  routine  requests  and  news  releases.  To  maintain 
current  biographies  on  key  DoD  personnel,  civilian  contractors,  or 
civilians  with  which  the  agency  or  its  personnel  come  in  contact  in 
the  completion  of  their  mission.  Releasable  to  media,  individuals, 
businesses  and  any  other  public  or  private  requester. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name. 

Safeguards: 

All  files  are  in  GSA  4-drawer  safes  with  combination  locks.  Build¬ 
ing  is  under  24-hour  GSA  guard  system.  Records  are  maintained  in 
office  only  accessible  to  authorized  personnel  that  are  properly 
screened,  cleared  and  trained. 

Retention  and  disposal: 

Files  are  retained  in  active  file  until  retirement,  transfer,  separation, 
or  death  of  the  individual  concerned  or  on  discontinuance  of  office  at 
which  time  they  are  destroyed. 

System  managerts)  and  address; 

Public  Affairs  Officer,  Defense  Nuclear  Agency,  Washington.  D 
C.,  20305. 

Nutificatinn  procedure: 

Information  may  be  obtained  from  Public  Affairs  Office.  Defense 
Nuclear  Agency,  Washington,  D.  C.,  20305,  telephone  202-325-7091. 

Record  access  procedures: 

Records  are  open  to  the  public  upon  demand.  Written  requests 
should  be  addressed  to  Defense  Nuclear  Agency,  ATTN:  Public 
Affairs  Office,  Washington,  D.  C.,  20305.  Written  requests  for  infor¬ 
mation  should  contain  the  full  name  of  the  individual.  Visits  can  be 
arranged  by  the  Public  Affairs  Office. 

Contesting  record  procedures; 
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The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Biographical  data  voluntarily  submitted  by  individual  personally. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

HDNA  501-01 

System  name: 

501-01  Personnel  Security  Files 

System  location: 

Intelligence/Security  Directorate,  Defense  Nuclear  Agency.  Wash¬ 
ington,  D.  C.,  20305,  Routing  Symbol:  OAIS.  Also  at  the  following 
subordinate  commands;  Field  Command,  Defense  Nuclear  Agency, 
Support  Directorate,  Kirtland  AFB,  Albuquerque,  NM,  87115,  Rout¬ 
ing  Symbol  FCSD-D  and  maintained  by  Chief,  Security  Division, 
Building  20-352A:  and  Armed  Forces  Radiobiology  Research  Insti¬ 
tute,  Bethesda,  Maryland,  20014,  located  in  Buildings  42,  43,  44  and 
45  on  the  grounds  of  the  National  Naval  Medical  ^nter,  and  main¬ 
tained  by  Intelligence/Security  Directorate,  Defense  Nuclear 
Agency,  Washington,  D.  C.,  20305. 

Categories  of  individuals  covered  by  the  system: 

All  military  and  civilian  personnel  assigned  to  or  employed  by 
Hqs.  Defense  Nuclear  Agency  (HQDNA),  Field  Command.  Defense 
Nuclear  Agency  (FCDNA),  and  the  Armed  Forces  Radiobiology 
Research  Institute.  (AFRRI). 

Categories  of  records  in  the  system: 

Correspondence  on  personnel  of  HQDNA,  AFRRI,  and  FCDNA. 
including  military,  civilian,  contractors  and  consultants  who  have 
special  access  requirements;  security  incident  files;  letters  of  accredi¬ 
tation  to  review  and  receive  investigative  records  at  other  agencies; 
administrative  files  pertaining  to  the  guard  company  consisting  of 
guard  performance  and  personnel  data  on  guards  authorized  to  work 
at  DNA;  picture  and  identification  card  on  DNA  personnel;  security 
data  cards  containing  security  clearance  and  personal  data;  personnel 
clearance  records. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  ’Security  Requirements  for  Government 
Employment,’  27  April  1953,  as  amended  by  Executive  Orders  10491, 
10531,  10548,  10550,  11605,  and  11785;  Executive  Order  11652,  ’Clas¬ 
sification  and  Declassification  of  National  Security  Information  and 
Material,’  8  March  1972. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  determine  and  show  eligibility  to  classified  information.  Users 
include  guards  to  determine  eligibility  of  access  to  controlled  access 
facilities,  and  all  HQDNA,  AFRRI,  and  FCDNA  personnel,  includ¬ 
ing  contractors  and  consultants  to  determine  clearance  eligibility  for 
access  to  classified  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in 
locked  security  containers.  Only  personnel  who  are  properly 
screened,  cleared  and  trained  have  access  to  the  material. 

Retention  and  disposal: 

Records  are  maintained  in  active  file  as  long  as  the  individual  is 
assigned  or  employed  by  DNA  and  then  destroyed.  In  the  case  of 
contractor  personnel,  records  are  maintained  as  long  as  the  individual 
is  associated  with  DNA  and  then  destroyed. 

System  manager(s)  and  address: 

Director,  Intelligence/Security  Directorate,  Defense  Nuclear 
Agency,  Washington,  D.  C.  20305,  for  HQDNA  and  AFRRI;  Chief, 
Security  Division,  FCDN.A.  Kirtland  AFB,  NM,  87115,  for 
FCDNA 

Notification  procedure: 

See  EXEMPTION. 

Record  access  procedures: 

See  EXEMPTION. 

Contesting  record  procedures: 


See  EXEMPTION. 

Record  source  categories: 

See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552a  (j)  or  (Iv). 
as  applicable.  For  additional  information,  contact  the  SYSMAN¬ 
AGER. 

HDNA  505-18 

System  name: 

505-18  Visitor  Access  Control  System 

System  location: 

Intelligence/Securify  Directorate,  Defense  Nuclear  Agency,  Wash¬ 
ington,  D.  C.,  20305,  Routing  Symbol:  OAIS.  Also  at  the  following 
subordinate  commands:  Field  Command,  Defense  Nuclear  Agency, 
Support  Directorate,  Kirtland  AFB,  Albuquerque,  NM,  87115,  Rout¬ 
ing  Symbol  FCSD-D  and  maintained  by  Chief,  Security  Division, 
Building  20-352A;  and  Armed  Forces  Radiobiology  Research  Insti¬ 
tute,  Bethesda,  Maryland.  20014,  located  in  Buildings  42,  43,  44  and 
45  on  the  grounds  of  the  National  Naval  Medical  Center,  and  main¬ 
tained  by  Intelligence/Security  Directorate,  Defense  Nuclear 
Agency,  Washington,  D.  C.,  20305. 

Categories  of  individuals  covered  by  the  system; 

Individuals  from  other  Government  agencies,  including  military, 
civilian,  contractors  and  consultants  desiring  to  visit  the  Defense 
Nuclear  Agency,  Field  Command,  Defense  Nuclear  Agency,  or  the 
Armed  Forces  Radiobiology  Research  Institute. 

Categories  of  records  in  the  system: 

File  contains  name,  social  security  number,  date  of  birth,  citizen¬ 
ship,  and  degree  of  security  clearance. 

Authority  for  maintenance  of  the  system: 

Executive  Order  No.  1 1652,  'Classification  and  Declassification  of 
National  Security  Information  and  Material,’  8  March  1972;  Execu¬ 
tive  Order  10450,  ’Security  Requirements  for  Government  Employ¬ 
ment.’  27  April  1953,  as  amended  by  Executive  Orders  10491,  10531, 
10548,  10550,  11605,  and  11785. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  show  eligibility  for  access  to  classified  information 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  notebooks,  computer  paper  printouts, 
computer  cards,  and  file  cards. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  open 
shelves  and  locked  security  containers  accessible  only  to  personnel 
who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal; 

Maintained  in  active  file  for  12  months  after  expiration  of  the  visit 
and  are  destroyed. 

System  managers)  and  address: 

Director,  Intelligence/Security  Directorate,  Defense  Nuclear 
Agency.  Washington,  D.  C.,  for  Headquarters.  Defense  Nuclear 
Agency  and  the  Armed  Forces  Radiobiology  Research  Institute; 
Chief,  Security  Division,  Field  Command,  Defense  Nuclear  Agency, 
Kirtland  AFB.  NM. 

Notification  procedure: 

Information  may  be  obtained  from:  Director,  Intelligence/Security 
Directorate,  Defense  Nuclear  Agency,  Washington.  D.  C.,  20305, 
Telephone:  Area  Code  202-325-7389  for  Headquarters,  Defense  Nu¬ 
clear  Agency  and  the  Armed  Forces  Radiobiology  Research  Insti¬ 
tute;  or  Chief,  Security  Division,  Field  Command,  Defense  Nuclear 
Agency,  Kirtland  AFB,  NM.,  87115,  Telephone:  Area  Code  505-264- 
1423,  for  Field  Command. 

Record  access  procedures: 

Requests  for  information  should  be  addressed  to;  Director,  Intelli¬ 
gence  and  Security  Directorate,  Defense  Nuclear  Agency,  Washing¬ 
ton,  D.  C,  20305,  for  Fleadquarters,  Defense  Nuclear  Agency,  and 
the  Armed  Forces  Radiobiology  Research  Institute,  or  Chief,  Secu¬ 
rity  Division,  Field  Command,  Defense  Nuclear  Agency,  Kirtland 
AFB,  NM,  87115,  for  Field  Command.  Written  requests  for  informa¬ 
tion  should  contain  the  full  name,  home  address,  social  security 
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number,  date  of  birth,  and  place  of  birth.  For  personal  visits,  the 
individual  must  be  able  to  provide  identification  showing  full  name, 
date  of  birth,  place  of  birth,  and  social  security  number. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

The  Military  Services,  other  Government  a'gencies,  contractors 
and  consultants  to  Government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

HDNA  609-03 

System  name: 

Personnel  Exposed  to  Radiation  from  Atmospheric  Nuclear  Tests 

System  location: 

Headquarters,  Defense  Nuclear  Agency,  Washington  D.C.  20305  - 
main  computer  location. 

Categories  of  individuals  coveted  by  the  system: 

All  DoD  and  DoD  affliated  personnel  military  and  civilian,  who 
participated  in  the  United  States  Government  atmospheric  nuclear 
test  programs  in  the  Pacific  and  at  the  Nevada  Test  Site. 

Categories  of  records  in  the  system: 

Personal  information  consisting  of  name,  rank,  service  number, 
social  security  number,  last  known  or  current  address,  dates  of  test 
participation,  exposure  data,  and  unit  of  assignment. 

Authority  for  maintenance  of  the  system: 

Atomic  Energy  Act  of  1954,  42  U.S.C.  2013  and  Tasking  Memo¬ 
randum  from  Office  of  the  Secretary  of  Defense  to  the  Director, 
Defense  Nuclear  Agency  dated  28  Jan  78,  Subject:  'DoD  Personnel 
Participation  in  Atomospheric  Nuclear  Weapons  Testing’  ' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Department  of  Defense  Components-For  the  purpose  of  preparing 
histories  of  atmospheric  nuclear  test  participation  and  for  use  in 
litigation  between  test  participants  or  their  representatives  and  the 
Department  of  Defense. 

Defense  Nuclear  Agency  Contractors-For  the  purpose  of  assisting 
DoD  components  in  preparation  of  histories  of  atmospheric  nuclear 
test  participation  and  responding  to  the  enquries  and  concerns  of 
individuals  who  may  have  participated  in  the  test  programs  and/or 
their  representatives. 

National  Research  Council  and  the  Center  for  Disease  Control-For 
the  limited  purpose  of  conducting  epidemiological  studies  of  the 
effects  of  ionizing  radiation  from  the  atmospheric  nuclear  weapons 
tests  on  DoD  participants  in  those  tests. 

Department  of  Energy-For  the  limited  purpose  of  identifying  AEC 
and  AEC-contractor  Personnel  exposed  to  ionizing  radiation  during 
nuclear  testing;  and  for  conducting  epidemiological  studies  of  radi¬ 
ation  effects  of  individuals  so  identified;  and  for  use  in  litigation 
between  the  DoD  and  any  of  the  individuals  so  identified. 

Department  of  Transportation-For  the  limited  purpose  of  identify¬ 
ing  DOT  and  EXDT-affiliated  personnel  exposed  to  ionizing  radiation 
during  nuclear  testing  and  for  use  in  litigation  between  the  DOT  and 
any  of  the  individuals  so  identified. 

Veterans  Administration-For  use  in  litigation  between  the  VA  and 
individuals  and/or  their  representatives  are  alleging  service-connect¬ 
ed  disabilities  as  a  result  of  said  exposure. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders;  computer  magnetic  tape  disks  and 
printouts  in  secure  computer  facility. 

Retrievability: 

Paper  records  filed  in  folders  and  computer  magnetic  tape  and  disk 
retrieved  by  SSN  and  name. 

Safeguards: 

Paper  records  are  filed  in  folders  stored  in  locked  security  safes. 
Mag  tapes  stored  in  vault  in  the  computer  area. 

Retention  and  disposal: 

Paper  records  are  retained  until  information  is  transferred  to  mag¬ 
netic  tapes,  then  destroyed.  Magnetic-tapes  and  disks  are  retained 
indefinitly. 

System  managers)  and  address: 


Director,  Defense  Nuclear  Agency,  ATTN:  Privacy  Act  Officer, 
Washington,  D.C.  20305. 

Notification  procedure: 

Information  may  be  obtained  from  the  SYSMANAGER. 

Record  access  procedures: 

Requests  should  be  addressed  to  the  SYSMANAGER. 

Contesting  record  procedures: 

Requests  from  individuals  should  be  addressed  to  the  same  address 
as  stated  in  the  notification  section  above. 

Record  source  categories: 

From  DNA  Form  10.  searches  of  DoD  records  by  other  DoD 
components,  and  from  individuals  voluntarily  contacting  DNA  by 
phone  or  mail. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

HDN  A  AFRRI 102-03 

System  name: 

102-03  AFRRI  Personnel  Roster 

System  location: 

Centralized  System  -  Administrative  Officer,  Armed  Forces  Radio- 
biology  Research  Institute,  Defense  Nuclear  Agency,  Bethesda, 
Maryland  20014. 

Categories  of  individuals  covered  by  the  system: 

All  military  and  civilian  personnel  assigned  to  or  employed  by  the 
Armed  Forces  Radiobiology  Research  Institute,  Defense  Nuclear 
Agency. 

Categories  of  records  in  the  system: 

File  contains  individual  personal  information  consisting  of  name; 
rank/grade;  service  number;  service  and  component;  organization; 
building  location  and  office  phone;  local  address;  home  phone;  name, 
address,  and  phone  number  of  next  of  kin. 

Authority  for  maintenance  of  the  system: 

5  use  301,  302  Public  Law  89-554,  6  September  1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  obtain  personal  locator  information  to  facilitate  communica¬ 
tions  or  contact  for  official  and  social  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

3’x5’  cards  in  card  file  box. 

Retrievability: 

Filed  alphabetically  by  last  name. 

Safeguards: 

Cards  are  kept  in  a  controlled  access  building  which  is  protected 
by  an  intrusion  alarm  system.  Always  in  sight  or  custody  of  a  trained 
individual. 

Retention  and  disposal: 

Records  are  retained  in  file  as  long  as  individual  is  assigne  1  to  the 
Armed  Forces  Radiobiology  Research  Institute.  Upon  departure  of 
the  individual,  the  record  is  destroyed. 

System  manager(s)  and  address: 

Administrative  Officer,  Armed  Forces  Radiobiology  Research  In¬ 
stitute,  Defense  Nuclear  Agency,  Bethesda,  Maryland  20014 

Notification  procedure: 

Information  may  be  obtained  from  Administrative  Officer,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  Maryland  20014. 

Record  access  procedures: 

Request  from  individuals  should  be  addressed  to  Administrative 
Officer,  Armed  Forces  Radiobiology  Research  Institute,  Defense  Nu¬ 
clear  Agency,  Bethesda,  MD  20014,  or  by  visit  to  Room  2155, 
Armed  Forces  Radiobiology  Research  Institute,  Bethesda.  MD 
20014,  (Building  42  on  the  grounds  of  the  National  Naval  Medical 
Center). 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  SYSMANAGER. 

Record  source  categories: 

Information  voluntarily  submitted  by  individual  and  extracted  from 
military  and  civilian  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 
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HDNAFCPD41 

Sviitein  name: 

PD41  FCDNA  Personnel  Data  Systems 

System  location: 

Primary  System  -  Data  Processing  Branch,  Computer  System  Di¬ 
vision  Comptroller  Directorate,  Field  Command,  Defense  Nuclear 
Agency  (FCDNA),  Kirtland  AFB,  NM  87115.  Decentralized  Seg¬ 
ment  -  Remote  Terminal  (IBM  2740),  Military  Personnel  Branch, 
Personnel  Division,  Support  Directorate,  FCDNA. 

Categories  of  individuals  covered  by  the  system: 

All  civilians  employed  by  and  active  duty  military  jversonnel  as¬ 
signed  to  Field  Command,  Defense  Nuclear  Agency. 

Categories  of  records  in  the  system: 

File  contains  Joint  Manpower  Program,  Strength,  Personnel 
Record,  and  Locator  Data. 

Authority  for  maintenance  of  the  system: 

5  use  301,  302  Public  Law  89-554,  6  September  1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  compile  and  consolidate  authorized/assigned  strength  for 
internal  DNA  usage.  Users  include  all  FCDNA,  Headquarters  DN.A 
activities,  and  locator  information  is  provided  Kirtland  Air  Force 
Base.  New  Mexico.  The  system  is  specifically  used  to  monitor  per¬ 
sonnel  action  (i.  e.,  assignments,  promotions.  Effectiveness  Reports), 
Security  access,  Human  Reliability  Program,  and  provide  strength 
accounting  and  locator  information  for  this  joint  activity. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  Tape 

Retrievability: 

Filed  by  Joint  Manpower  Program  Position  Number 

Safeguards: 

Controlled  access  to  computer.  Computer  maintained  in  area  ac¬ 
cessible  only  to  authorized  personnel  that  are  properly  cleared  and 
trained. 

Retention  and  disposal: 

Records  are  maintained  until  transfer  from  or  termination  of  indi¬ 
vidual  employment  with  FCDNA. 

System  manager(s)  and  address: 

Chief,  Personnel  Division,  Support  Directorate,  FCDNA.  Kirtland 
Air  Force  Base,  NM  87115. 

Notification  procedure: 

Information  may  be  obtained  from  FCDNA  (FCSD-B),  Kirtland 
Air  Force  Base,  New  Mexico,  87115.  Telephone:  Area  Code  505-264- 
3516. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  FCDNA 
(FCSD-B),  Kirtland  Air  Force  Base,  New  Mexico  87115.  Written 
requests  for  information  should  contain  the  full  name  of  the  individu¬ 
al.  For  personal  visits,  the  individual  should  provide  military  or 
civilian  identification  card. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  extracted  from  military  and  civilian  personnel  records. 
Joint  Manpower  Program  document  and  Security  Division,  FCDNA. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

HDNA005 

System  name: 

MANPOWER/PLRSONNEL  MANAGEMENT  SYSTEM 

System  location: 

Personnel  Administraton  Directorate 
Defense  Nuclear  Agency 
Washington  DC  20305 
Routing  Symbol:  OAPA 

Also  at  the  following  subordinate  commands: 

Civilian  Personnel  Office 
Bldg  2023A 

Kirtland  AFB.  NM  87115 


'  Civilian  Personnel  Office 

Armed  Forces  Radiobiology  Research  Institute 
Bethesda  Maryland  20014 

Bldg  42  located  on  the  grounds  of  the  National  Naval  Medical 
Center 

A1.SO  supervisor  maintained  files  at  all  three  locations 

Categories  of  individuals  covered  by  the  system: 

Any  individual,  military  or  civilian,  employed  by  DNA. 

Categories  of  records  in  the  system: 

File  contains  following  information  on  all  personnel  assigned  to 
DNA:  Social  Security  Number;  Agency;  Employee  Name;  Birth 
Date:  Veteran’s  Preference;  Tenure  Group;  Service  Computation 
Date;  Federal  Employees  Group  Life  Insurance;  Retirement  Code; 
Nature  of  Action  Code;  Effective  Date  of  Action;  Position  Number; 
Pay  Plan;  Occupation  Code;  Functional  Classification  Code;  Grade; 
Step;  Pay  Basis;  Salary;  Supervisory  Position;  Location  Code/Duty 
Station;  Position  Occupied;  Work  Schedule;  Pay  Rate  Determinant; 
Special  Program  Identification  Code;  Sex;  Citizen  Status;  Date  En¬ 
tered  Present  Grade;  Date  Entered  Present  Step;  Separation  Date; 
Reason  for  Separation  (Quit  Code);  Cost  Center;  Academic  Disci¬ 
pline;  Career  Conditional  Appointment  Date  (Conversion  to  Career); 
Education  Level;  Degree  Date;  Purpose  of  Training;  Type  of  Train¬ 
ing;  Source  of  Training;  Special  Interest;  Direct  Cost;  Indirect  Cost; 
Date  of  Completion;  On-Duty  Hours;  Off  Duty  Hours;  JTD  Para¬ 
graph  Number;  JTD  Line  Number;  Competitive  Level;  Military 
Service  Retirement  Date;  Uniformed  Service;  Service  Commissioned 
(military);  Service  Pay  Grade  (rank);  Agency  Sub  element  Code; 
Submitting  Office  Number;  Retired  Military  Code;  Bureau;  Unit 
Identification  Code;  Program  Element  Code;  Civil  Function  Code; 
Guard/Reserve  Technician;  Appropriation  Code;  Active/  Inactive 
Strength  Designation;  Work  Center  Code;  Projected  Vacancy  Date; 
Targeted  Grade;  Position  Title;  Date  of  Last  Equivalent  Increase; 
Fair  Labor  Standards  Act  Designator;  Health  Benefits  Enrollment 
Code;  Type  and  Date  of  Incentive  Award;  Personal  Title  of  Employ¬ 
ee;  Civil  Service  or  other  Legal  Authority;  Employing  Office  Name; 
Date  Probationary  Period  Begins;  Performance  Rating;  Due  Date  for 
Future  Action;  Position  Tenure;  Leave  Category;  Average  Grade  by 
Command  Element;  Personnel  Authorized;  Projected  Personnel  Re¬ 
quirements;  Special  Experience  Identifiers;  Rotational  Position  Identi¬ 
fication;  Additional  Duties;  Office  Titles;  Manpower  Track;  Facility; 
Arm  of  Service;  Branch  of  Service;  Date  of  Rank;  Primary/Alternate 
Specialty;  Control  Specialty;  Last  OER/EER;  Basic  Pay  Entry  Date; 
Basic  Active  Service  Date;  Date  of  Arrival;  Projected  Date  of  De¬ 
parture;  Security;  Marital  Status;  Spouse’s  Name;  Dependents;  Ad¬ 
dress  (Nr  and  Street,  City,  State,  Zip  Code);  Phones  (Home  and 
Duty);  Handicap  Code;  Minority  Group  Designator. 

Authority  for  maintenance  of  the  system: 

5U.S.C.  301,  302,  4103,  Pub.  L.  89-554,  September  6,  1966. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

INTERNAL 

Assigned  personnel  in  the  agency  will  compile  and  consolidate 
reports  relating  to  manpower  authorizations/assigned  strengths  and 
monitor  personnel  actions  and  programs  as  required  by  management 
officials  within  the  agency.  Users  include  Headquarters,  Field  Com¬ 
mand  and  AFRRI  personnel. 

Officials  and  employees  of  the  Defense  Nuclear  Agency  in  the 
performance  of  their  official  duties  related  to  the  management  of 
civilian  and  military  employee  programs,  including  the  design,  devel¬ 
opment,  maintenance  and  operation  of  the  manual  and  automated 
system  of  record  keeping  and  reporting;  screening  and  selection  of 
candidates  for  centrally  administered  training  programs  or  promo¬ 
tions;  administration  of  grievances,  appeals,  complaints,  or  litigation 
involv  ing  equal  opportunity  or  disclosure  of  records.  Preparation 
and  publication  of  personnel  rosters  to  facilitate  communications/ 
contact  for  official,  social  or  emergency  purposes. 

Officials  and  employees  of  other  Department  of  Defense  Compo¬ 
nents  upon  request  in  the  perfor  mance  of  their  official  duties  related 
to  the  screening  and  selection  of  candidates  for  programs  sponsored 
by  their  organization. 

A  duly  appointed  Hearing  Examiner  or  Arbitrator  for  the  purpose 
of  conducting  a  hearing  in  connection  with  an  employee’s  grievance 
involving  disclosure  of  records  or  equal  opportunity  matters.  An 
arbitrator  who  is  given  a  contrast  pursuant  to  a  negotiated  labor 
agreement  to  hear  an  employee’s  grievance  involving  the  disclosure 
of  records  of  the  DNA  training  or  employee  development  records 
system. 

EXTERNAL 

Representatives  of  the  Office  of  Personnel  Management/Merit  Sys¬ 
tems  Protection  Board  on  matters  relating  to  the  inspection,  survey. 
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audit  or  evaluation  of  the  civilian  programs  or  such  other  matters 
under  the  jurisdiction  of  the  OPM. 

The  Comptroller  General  or  any  of  his  authorized  representatives 
in  the  course  of  performance  of  duties  of  the  General  Accounting 
Office  relating  to  civilian  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

Officials  and  employees  of  other  agencies  of  the  Executive  Branch 
of  government  upon  request  in  the  performance  of  their  official 
duties  related  to  the  screening  and  selection  of  candidates  for  pro¬ 
grams  sponsored  by  their  organization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes,  discs,  computer 
printouts,  and  on  punched  cards.  Manual  records  are  stored  in  paper 
file  folders,  card  file  boxes,  and  paper  rosters. 

Retrievability: 

Automated  records  are  retrieved  by  social  security  number. 
Manual  Records  are  retrieved  by  employee’s  last  name.  Handicap 
Code  and  Minority  Group  Designators  are  available  for  access  only 
by  the  Director  and  the  EEO  Officer. 

Safeguards:  The  computer  facility  and  terminal  are  located  in  re¬ 
stricted  areas  accessible  only  to  authorized  personnel  that  are  proper¬ 
ly  screened,  cleared,  and  trained.  Manual  records  and  computer  prin¬ 
touts  are  available  only  to  authorized  personnel  having  a  need  to 
know.  Building  employs  security  guards  and  is  protected  by  intrusion 
alarm  system. 

Retention  and  disposal: 

Computer  magnetic  tapes  are  permanent.  Manual  records  are  main¬ 
tained  on  a  fiscal  year  basis  and  are  retained  for  varying  periods  from 
I  to  5  fiscal  years  after  which  they  are  destroyed  in  accordance  with 
appropriate  record  disposal  schedules. 

System  managers)  and  address: 

Director,  Personnel/Administration  Directorate  -  Headquarters. 
Defense  Nuclear  Agency  Washington,  DC  20305  -  Telephone:  202- 
325-7047. 

Notification  procedure: 

Information  may  be  obtained  from  System  Manager.  The  letter 
should  contain  the  full  name  and  signature  of  the  requester  and  the 
approximate  period  of  time,  by  date,  during  which  the  case  record 
was  developed. 

Record  access  procedures: 

Requests  should  be  addressed  to  System  Manager.  Written  requests 
fur  information  should  contain  the  full  name  of  individual.  For  per¬ 
sonal  visists,  the  individual  should  provide  military  or  civilian  identi¬ 
fication  card. 

Contesting  record  procedures: 

The  agency’s  mips  for  contesting  contents  and  appealing  initial 
determinations  are  contained  in  DNA  Instruction  5400.11  (32  CFR 
Part  291a).  Additional  information  may  be  obtained  from  the  System 
Manager. 

Record  source  categories: 

Information  extracted  from  military  and  civilian  personnel  records. 
Joint  Manpower  Program  docu  ment,  security  division,  and  voluntar¬ 
ily  submitted  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

HDNA609-02 

System  name: 

Personnel  Radiation  Exposure  Records 

System  location: 

Decentralized  system.  Primary  location:  Safety  Department,  Bldg. 
42,  Rooms  1420  and  1422,  Armed  Forces  Radiobiology  Research 
Institute  (.AFRRI),  Defense  Nuclear  Agency,  Bethesda,  Maryland 
20014,  on  the  grounds  of  the  National  Naval  Medical  Center.  Other 
locations  are  rooms  3113  and  2147  of  the  AFRRI;  and  room  1418, 
Bldg.  364,  Field  Command,  Defense  Nuclear  Agency  (FCDNA), 
Kirtland  Air  Force  Base,  Albuquerque,  New  Mexico  87115;  and 
Office  of  the  Commander,  Enewetak  Atoll,  Marshall  Islands. 

Categories  of  individuals  covered  by  the  system: 

All  employees,  contractors,  visitors  or  anyone  else  who  is  known 
to  enter  the  AFRRI  building.  At  FCDNA,  all  DNA  employees  who 


work  in  a  position,  the  duties  of  which  might  result  in  exposure  to 
radiation.  At  Enewetak,  all  individuals  who  work  or  visit  the  Atoll 
other  than  transient  air  crews  and  air  passengers  who  do  not  leave 
the  aircraft.  Uniformed  Services  University  of  the  Health  Sciences, 
all  employees,  students,  visitors,  contractors  or  anyone  else  known  to 
enter  a  radiation  environ  ment  at  Uniform  Service  University  of  the 
Health  Sciences  (USUHS). 

Categories  of  records  in  the  system: 

For  employees  at  AFRRI,  FCDNA,  and  USUHS  file  contains 
personal  information  con  sisting  of  name,  social  security  number,  date 
of  birth,  current  and  previous  radia  tion  exposure,  history  and  places 
of  employment  and  when  exposures  occurred.  For  others,  at  AFRRI, 
FCDNA  and  USUHS  file  contains  name,  social  security  number, 
date  of  birth,  current  employer,  citizenship,  and  current  exposure 
history.  For  all,  at  AFRRI,  FCDNA  and  USUHS  information  on 
pregnancy  and  pacemaker.'  Enewetak  files  will  contain  personal  in¬ 
formation  consisting  of  name,  social  security  number,  date  of  birth, 
current  and  previous  radiation  exposure  history,  areas  visited  or 
worked,  dates  of  arrival  and  departure,  and  citizenship.  At  AFRRI, 
for  current  employees,  information  on  date-on-board,  assigned  de¬ 
partment,  sex,  date  of  departure,  bio  assay,  grade/rank,  work  phone 
and  room  number. 

Authority  for  maintenance  of  the  system: 

Atomic  Energy  Act  of  1954,  42  USC  2013,  Military  Construction 
Appropriation  Act  of  1977  (P.L.  94-367)  and  DNA  OPLAN  600-77, 
’Cleanup  of  Enewetak  Atoll’. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

INTERNAL 

To  document  the  degree  of  exposure  to  radiation  experienced  by 
an  individual;  to  measure  quality  of  the  radiation  protection  program. 
At  AFRRI,  name,  grade/rank,  department,  room  number  and  work 
phone  will  be  used  to  print  a  current  roster  of  personnel,  for  internal 
use  in  contacting  personnel  for  official  purposes. 

EXTERNAL 

To  support  legal  or  medical  claims  for  or  against  the  government; 
to  provide  exposure  history  to  subsequent  employers;  to  provide 
history  to  requesting  individuals. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

At  AFRRI:  5’  by  7’  cards  filed  at  reception  desk,  room  3113,  8’  by 
10  1/2’  paper  filed  in  rooms  1420  and  1422.  Automated  records  are 
stored  on  magnetic  tapes  (for  backup),  disks  in  room  2436  and  com¬ 
puter  printouts  in  room  1422.  At  FCDNA,  8'  by  10  1/2’  papers  are 
filed  in  a  metal  file  cabinet  in  Bldg.  364.  At  Enewetak:  5’  by  7’  cards 
filed  in  a  metal  file  cabinet  in  the  Enewetak  Commander’s  office. 

Retrievability: 

Alphabetical  by  last  name  of  individual.  Automated  records  are 
selectable  retrievable  on  all  fields  within  the  record. 

Safeguards: 

AFRRI  -  Kept  in  a  controlled  access  building  which  is  protected 
by  an  instrusion  alarm  system.  Card,  paper  forms  and  printouts  are 
further  secured  in  a  locked  cabinet.  These  files,  when  placed  on  a 
computer  system,  are  protected  by  a  user  identification  code  (UIC) 
and  password.  Access  is  restricted  to  only  those  persons  appointed 
by  the  SYSMANAGER  to  whom  he  has  given  the  ’UlC-Password’ 
combination.  The  password  is  changed  periodically  by  the  SYS¬ 
MANAGER. 

FCDNA  -  Controlled  access  building  which  is  protected  by  an 
intrusion  alarm  system. 

Enewetak  -  Locked  and  secured  in  Enewetak  Commander’s  office. 

Retention  and  disposal: 

For  employees  -  permanently.  For  visitors  -  retired  after  two  years 
to  record  holding  area  for  permanent  retention.  For  foreign  visitors, 
records  are  sent  to  State  Depart  ment  for  retention.  All  Enewetak 
records  will  be  maintained  permanently. 

System  manager(s)  and  address: 

AFRRI  and  USUHS  -  Chaiiman,  Safety  Department,  Armed 
Forces  Radiobiology  Research  Institute,  Bethesda,  MD  20014. 

Field  Command,  DNA  and  Enewetak  Atoll,  Ml  -  Health  Physicist, 
Logistics  Directorate,  Field  Command,  Defense  Nuclear  Agency, 
Albuquerque,  NM  87115. 

Notification  procedure: 

Requests  should  be  addressed  to  the  SYSMANAGER. 

Record  access  procedures: 
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Individual  can  obtain  assistance  in  gaining  access  from  the  SYS- 
MANAGER. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  SYSMANAGER. 

Record  source  categories: 

AFRRI,  FCDNA,  and  USUHS  information  voluntarily  submitted 
by  individual.  Enewetak  information  is  required  to  be  submitted  by 
individual.  Additional  information  added  as  data  is  collected. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 


JOINT  CHIEFS  OF  STAFF 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  ser\  ice  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  w  hether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency's  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 


the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  A- 19  at  any  sta^e  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  m  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Componeni 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Deiense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  OtTice  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in- records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2901 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  DepartinenI 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  the  eto. 


JOJCSOOIMILPERS 

System  name: 

OJCS  Medals  and  Awards  Files  and  Reports  System;  Microfilmed 
Historical  Awards 
System  location: 

Military  Personnel  Branch,  Personnel  Division,  Organization  of  the 
Joint  Chiefs  of  Staff,  The  Pentagon,  Washington,  D.  C.  20.101. 
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Categories  of  individuals  eovered  by  the  system: 

All  military  ofTicer/enlisted  personnel,  regular  and  reserve,  who 
arc  serviced  by  the  Organization  of  the  Joint  Chiefs  of  Staff. 

Categories  of  reeords  in  the  system: 

File  contains,  but  not  limited  to,  recommendations  and  substantiat¬ 
ing  documents  for  awarding  of  the  medals  and  awards;  orders  autho¬ 
rizing  awards,  certificates  of  eligibility,  memorandums  for  the  record, 
vote  sheets,  status  sheets,  board  memberships  lists,  criteria  and  analy¬ 
sis,  agency  historical  file,  reports,  reclama  actions,  recommendations 
for  foreign  awards,  special  category  and  exception  to  policy,  bulle¬ 
tins,  miscellaneous  correspondence,  Decorations  and  Awards  Board 
memorandums,  memorandums  and  records  and  microfilmed  historical 
awards. 

Authority  for  maintenance  of  the  system: 

Title  10,  United  States  Code,  Chapter  5,  Sections  141-143. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  Secretary  of  the  Decorations  and  Awards  Board  is  the  princi¬ 
pal  user.  The  system  constitutes  a  ready  file  of  documents  from 
which  information  is  retrieved  to  properly  maintain  the  Awards 
Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folder. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Building  employs  security  guards.  Access  to  space  is  limited  to 
personnel  office  personnel  during  nonworking  hours  via  locked  door. 
During  working  hours  the  space  is  occupied  by  personnel  office 
personnel  at  all  times. 

Retention  and  disposal: 

Files  are  permanent.  They  are  microfilmed  and  retained  for  histori¬ 
cal  purposes. 

System  managerts)  and  address: 

Director,  Joint  Staff,  OJCS,  The  Pentagon,  Washington,  D.  C. 
20301. 

Notification  procedure: 

Information  may  be  obtained  from: 

Secretary,  D^orations  and  Awards  Board 
Organization  of  the  Joint  Chiefs  of  Staff 
The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  202-695-4759 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Secretary,  Deco¬ 
rations  and  Awards  Board,  Organization  of  the  Joint  Chiefs  of  Staff, 
The  Pentagon,  Washington,  D.  C.  20301. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  at  least,  his  identification  card. 

Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  indivitJual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories: 

Source  of  information  is  obtained  from  agencies  which  are  serv¬ 
iced  by  the  Organization  of  the  Joint  Chiefs  of  Staff. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

JOJCS002MILPERS 

Sy  stem  name: 

Military  Personnel  Files 

System  location: 

Military  Personnel  Branch,  Personnel  Division,  Directorate  of  Ad¬ 
ministrative  Services,  Organization  for  the  Joint  Chiefs  of  Staff,  The 
Pentagon,  Washington,  D.  C.  20301. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  assigned  to,  attached  to  or  on  temporary 
duty  with  the  Organization  of  the  Joint  Chiefs  of  Staff. 

Categories  of  records  in  the  system: 


Fites  contain  personal  information  which  has  been  extracted  from 
the  individual's  official  Military  Personnel  File.  Files  contain  infor¬ 
mation  pertaining  to,  but  not  limited  to,  name,  grade,  service  number, 
service  Job  title,  expected  date  of  arrival  for  duty  with  the  Organiza¬ 
tion  of  the  Joint  Chiefs  of  Staff,  expected  date  of  departure  from  the 
Organization  of  the  Joint  Chiefs  of  Staff. 

Authority  for  maintenance  of  the  sy.stem: 

Title  10,  United  States  Code,  Chapter  5,  Sections  141-143. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  Military  Personnel  Branch,  Directorate  of  Administrative 
Services,  Organization  of  the  Joint  Chiefs  of  Staff-To  perform  admin¬ 
istrative  functions  required  on  individuals  prior  to  their  assignment 
to,  during  their  assignment  to,  and  after  their  assignment  to  the 
Organization  of  the  Joint  Chiefs  of  Staff.  Uses  include,  but  are  not 
limited  to,  knowing  when  an  individual  will  arrive,  what  agency  they 
will  be  assigned  to,  who  they  will  replace  and  when  an  individual 
will  depart. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders;  paper  card  files;  ringed  binders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual,  filed  by  agency; 
filed  by  requisition  number. 

Safeguards: 

Building  employs  security  guards.  Records  are  stored  in  file  cabi¬ 
nets.  The  room(s)  are  locked  when  unattended. 

Retention  and  disposal: 

Files  are  retained  in  active  file  until  individual  departs  the  Organi¬ 
zation  of  the  Joint  Chiefs  of  Staff.  Upon  departure,  the  individual's 
file  is  placed  in  the  inactive  file.  The  file  is  retained  for  approximate¬ 
ly  one  year. 

System  manageris)  and  address: 

Chief,  Military  Personnel  Branch,  Personnel  Division,  Directorate 
of  Administrative  Services,  Organization  of  the  Joint  Chiefs  of  Staff. 

Notification  procedure: 

Information  may  be  obtained  from: 

Chief.  Military  Personnel  Branch 
Personnel  Division 

Directorate  of  Administrative  Services 
Organization  of  the  Joint  Chiefs  of  Staff 
The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  202-697-3540 

Record  access  procedures: 

Request  from  individuals  should  be  addressed  to;  Chief,  Military 
Personnel  Branch,  Organization  of  the  Joint  Chiefs  of  Staff,  The 
Pentagon,  Washington,  D.  C.  20301. 

Written  request  for  information  should  contain  the  full  name  of  the 
individual,  current  address,  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  card. 

Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories: 

Source  of  information  is  the  individual  and  the  individual's  Official 
Military  Personnel  File. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

JOJCS003SMB 

System  name: 

Directorate  Administrative  Services  Management  Information 
System  (DASMIS) 

System  location: 

Staff  Management  Branch,  Directorate  of  Administrative  Services, 
Organization  of  Joint  Chiefs  of  Staff,  The  Pentagon,  Washington,  D. 
C.  20301. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  assigned  to  the  OJCS;  all  persons  with  access  into 
the  OJCS  restricted  areas;  personnel  with  SIOP  clearances. 


74442 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


Categories  of  records  in  the  sy  stem; 

File  contains  individual's  security  clearances,  personal  and  office 
address,  date  of  rank,  date  of  birth,  assignment  and  rotation  dates, 
service,  rank,  grade.  Social  Security  Account  Number. 

Authority  for  maintenance  of  the  system: 

Title  10,  United  States  Code,  Chapter  5,  Sections  141-143. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Personnel  Division-Perform  all  administrative  functions  as  appro¬ 
priate  with  respect  to  personnel  assigned  to  the  OJCS:  monitor  and 
process  requests  for  manpower  and  organizational  management  serv¬ 
ices.  perform  organizational  and  manpower  reviews  for  the  OJCS. 

Services  Division-Develop  and  prepare  financial  planning  data  for 
the  OJCS  and  carry  out  associated  programming  and  fiscal  functions, 
assign  space  and  provide  equipment,  supplies  and  sers'ice  support  as 
may  be  required  for  the  OJCS. 

^curity  Division-E>evise  and  implement  personnel  and  physical 
security  policies  and  provide  for  the  security  of  the  area  occupied  by 
the  OJCS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Disc,  magnetic  tape  backup. 

Retrievability: 

Record  ID  made  up  of  billet  number,  record  type  and  Scxrial 
Security  Account  Number. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened 
and  cleared,  also  access  to  data  requires  the  proper  user-lD  and  pass¬ 
word. 

Retention  and  disposal: 

Personnel  records  are  permanent.  All  records  are  maintained  in  an 
active  file. 

Security-OJCS  records  are  permanent.  Non-OJCS  records  are  de¬ 
leted  upon  termination/expiration  of  badges  or  passes. 

System  managerts)  and  address: 

Staff  Management  Branch,  Directorate  of  Administrative  Services, 
Organization  of  the  Joint  Chiefs  of  Staff,  The  Pentagon,  Washington, 
D.  C.  20301. 

National  Military  Command  System  Support  Center,  Defense 
Communications  Agency,  The  Pentagon,  Washington,  D.  C.  20301. 

Notification  procedure: 

Information  may  be  obtained  from; 

Staff  Management  Branch,  Directorate  of  Administrative 
Services,  OJCS 
Room  1A724,  The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  202-695-0475 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Staff  Manage¬ 
ment  Branch,  Directorate  of  Administrative  Services,  OJCS,  The 
Pentagon,  Washington  D.  C.  20301. 

Written  requests  for  information  should  contain  the  full  name,  rank 
and  service  and  agency  while  assigned  to  the  OJCS,  plus  Social 
Security  Account  Number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is;  driver’s  license,  employing  office 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  'case'  folder. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories: 

Information  is  obtained  from  various  OJCS,  DoD,  and  Standard 
Forms  from  the  respective  Services;  from  distributed  documents 
routed  to  all  personnel  effected. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

JOJCS004SECDIV 

System  name: 

Personnel  Security  File,  Security  Division,  DAS 

Sy  stem  location: 


Personnel  Security  Branch,  Security  Division,  Directorate  of  Ad¬ 
ministrative  Services,  Organization  of  the  Joint  Chiefs  of  Staff,  The 
Pentagon,  Washington,  D.  C.  20301. 

Categories  of  individuals  covered  by  the  system: 

All  personnel  assigned  to  or  employed  by  the  OJCS  who  have 
been  granted  a  security  clearance;  all  individuals  who  are  civilian 
applicants  or  military  nominees  for  duty  with  OJCS;  all  persons  who 
have  be^n  authorized  a  pass  for  access  to  the  restricted  areas  of  the 
OJCS. 

Categories  of  records  in  tbe  system: 

File  contains  individual’s  record  of  security  clearances  granted; 
security  briefing  and  debriefing  certificates;  personal  history  state¬ 
ments;  record  card  file  of  request  for  pass  or  badge;  and  other  related 
security  processing  papers. 

Authority  for  maintenance  of  the  system: 

Title  10,  United  States  Code,  Chapter  5,  Sections  141-143. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Security  Division,  DAS-To  perform  all  administrative  functions 
necessary  to  determine  eligibility  of  personnel  for  security  clearances, 
provide  processing  of  all  security  clearances;  processing  and  produc¬ 
ing  all  passes  and  badges  for  personnel  requiring  access  to  OJCS 
restricted  areas;  devise  and  implement  security  policies  and  provide 
for  the  security  of  the  OJCS  areas. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders;  paper  card  files. 

Retrievability: 

Filed  alphabetically  by  individual’s  last  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  an 
alarmed  vault  accessible  only  to  authorized  Security  Division  person¬ 
nel  who  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal: 

Records  are  retained  in  active  file  until  individual  departs  the 
OJCS  at  which  time  entire  file  is  destroyed;  card  files  are  deleted 
upon  termination/expiration  of  pass  or  badge. 

System  managerts)  and  address: 

Director  of  Administrative  Services,  Organization  of  the  Joint 
Chiefs  of  Staff. 

Notification  procedure: 

Information  may  be  obtained  from: 

Security  Division,  Directorate  of  Administrative  Services,  OJCS 
Room  2E949,  The  Pentagon 
Washington,  D.  C.  20301 
Telephone:  202-695-0866 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Chief,  Security 
Division,' Directorate  of  Administrative  Services,  OJCS,  Pentagon, 
Washington,  D.  C.  20301. 

Written  requests  for  information  should  contain  the  full  name, 
rank.  Service,  Social  Security  Account  Number  of  the  individual, 
current  address,  telephone  number  and  agency  to  which  assigned  in  • 
OJCS  or  if  non-OJCS,  identify  current  employer.  Visits  are  limited 
to  the  Security  Division,  Directorate  of  Administrative  Services, 
Organization  of  the  Joint  Chiefs  of  Staff,  The  Pentagon,  Washington, 

D.  C.  20301. 

For  personal  visits,  the  requesting  individual  must  provide  accept¬ 
able  proof  of  identity,  such  as  full  name,  date  and  place  of  birth  and 
some  additional  verbal  information  that  can  be  verified  by  his  ’case’ 
record,  such  as  parents’  names,  recent  addresses,  etc. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories: 

Personal  History  Statements  and  related  security  forms  from  the 
individual  being  considered  for  security  clearances  or  passes;  clear¬ 
ance  verification  correspondence;  correspondence  originating  from 
the  Defense  Investigative  and  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 
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DEFENSE  COMMUNICATIONS  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses*  of  the  records  have  been  t'stablished, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  w  ithin  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  w'hcther 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  w'ith  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISL,4TION 

Relevant  information  contained  in  ail  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  .set  forth  in  OMB 


Circular  A- 1 9  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular.  * 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Comptinent 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  •  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Trea-sury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07.  ' 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF  . 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compen.sation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purptise  of  comparing  such  record  w  ith  records 
of  programs  administered  by  and  in  the  pos.session  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law'  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  kssued  pursuant  thereto. 


KCIV,01 

System  name: 

Records  Relating  to  DCA  Transactions  under  the  Privacy  .4ct  of 
1974 

System  location: 

Each  office  of  the  Defense  Communications  Agency  (DCA) 
worldwide  which  is  required  to  submit  information  it  maintains  for 
each  system  of  records  maintained  under  the  provisions  of  the  Priva¬ 
cy  Act  of  1974  and  records  of  information  released  or  withheld 
under  the  Act. 

Categories  of  individuals  covered  by  the  system: 

All  military  and  civilian  persv>nnel  currently  assigned  to  or  em¬ 
ployed  by  DCA.  Also  limited  historical  records  on  personnel  previ¬ 
ously  assigned  or  employed  by  DCA. 

Categories  of  records  in  the  system: 

All  types  of  records  which  relate  to  release  or  withholding  of  data 
relating  to  the  rights  of  the  privacy  of  an  individual. 

Authority  for  maintenance  of  the  system: 

PL  93-579,  ’The  Privacy  Act  of  1974’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 
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Used  by  the  Civilian  Assistant  to  the  Chief  of  Staff,  Headquarters, 
DCA  for  periodic  reporting  under  provisions  of  the  Act. 

Used  by  the  Comptroller,  Headquarters,  DCA  for  budgeting  and 
manpower  allocation  within  the  Agency. 

Used  by  the  Counsel,  Headquarters,  DCA  in  preparing  for  possible 
litigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  kept  in  file  cabinets  or  safes. 

Rctrievability: 

By  name  or  SSAN. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal: 

Retained  for  at  least  S  years,  then  destroyed.  ^ 

System  managcHs)  and  address: 

Civilian  Assistant  to  the  Chief  of  Staff,  Code  104,  Headquarters, 
DCA 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Civilian 
Assistant  to  the  Chief  of  Staff,  Code  104,  Headquarters,  DCA.  The 
full  name  and  organizational  assignment,  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  The  requester  may  visit  the  Office  of  the  Civilian  Assist¬ 
ant  to  the  Chief  of  Staff,  DCA,  Code  104,  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proff  of  identity  the  requester  should  present  either  a  current  DCA 
identification  badge  or  a  driver's  license. 

Record  access  procedures: 

Contact  the  Civilian  Assistant  to  the  Chief  of  Staff  for  a.ssistance. 
The  mailing  address  is  listed  in  the  organizational  directory  of  the 
DCA  published  in  the  Federal  Register  and  should  be  referenced  by 
the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Accountings  submitted  by  those  [)CA  officials  who  are  SYSMAN- 
AGERS  of  Record  Systems  reportable  under  the  Privacy  Act  of 
1974. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDCE.01 

System  name: 

Visit  notification/clearance  Verification  Records  NR501-11. 

System  location: 

Security  Branch,  Room  1A06,  Defense  Communications  Engineer¬ 
ing  Center  (DCEC),  Code  R121. 

Categories  of  individuals  covered  by  the  system: 

Same  plus  industrial  contractors  requiring  admittance  to  the  facility 
on  official  business. 

Categories  of  records  in  the  system: 

Form  listing  the  name,  date  and  place  of  birth,  SSAN,  clearance 
status,  and  basis  for  that  clearance. 

Authority  for  maintenance  of  the  system: 

Executive  Order  104S0,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  official  visitors 
to  defense  installations  and  organizations  responsible  for  work  on 
Defense  Department  contracts  and  verify  the  level  of  classification  to 
which  each  is  authorized  access. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Destroyed  one  year  after  revocation  of  permit  to  enter  premi.ses. 

Storage: 

File  folders. 

Retrievability: 

By  folder  identified  by  contractor  or  individual's  name. 

Safeguards: 


Building  security  guards.  Records  maintained  in  area  accessible 
only  to  authorized  personnel  who  are  appropriately  cleared  and 
trained. 

Retention  and  disposal: 

Records  not  permanent.  Retained  one  year  after  revocation  then 
destroyed. 

System  manageKs)  and  address: 

Chief,  security  Branch,  Defense  Communications  Engineering 
Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia  220W. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Branch,  Defense  Communications  Engineering  Center  (DCEC),  1860 
Wiehle  Avenue,  Reston,  Virginia  22090.  The  full  name  of  the  re¬ 
questing  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  the  requester  may  visit  the  Security 
Branch,  Defense  Communications  Engineering  Center  (DCEC)  I860 
Wiehle  Avenue,  Reston,  Virginia  22090,  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  drivers’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Security  Branch,  Defense  Communications  En¬ 
gineering  Center  (E)CEC),  1860  Wiehle  Avenue,  Reston,  Virginia 
22090.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 
fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Military  and  Civilian  Personnel  whose  names  appear  on  the  form. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDCE.02 

System  name: 

Parking  Permit  Control  Files  501-07. 

System  location: 

Security  Branch,  Defense  Communications  Engineering  Center 
(DCEC))  Code  R12I 

Categories  of  individuals  covered  by  the  system: 

Military  and  Civilian  personnel  employed  by  the  Defense  Commu¬ 
nications  Engineering  Center  (DCEC)  and  Command  and  Control 
Technical  Center  (CCTC). 

Categories  of  records  in  the  system: 

Owner’s  name  and  vehicle  identification  data  and  parking  number 
assigned. 

Authority  for  maintenance  of  the  system: 

Federal  Property  Management  Regulations,  Temporary  Regulation 
D-47,  dated  22  May  1974,  issued  by  the  General  Services  Administra¬ 
tion  (GSA). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  assign  specific  parking  spaces  to  personnel  so  authorized;  and 
to  identify  parked  vehicles  when  circumstances  so  dictate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Destroyed  upon  departure  of  individual  from  employment  with 
Defense  Communications  Engineering  Center  (DCEC)  or  Command 
and  Control  Technical  Center  (CCTC)  or  when  no  longer  authorized 
to  park. 

Storage: 

File  folders 

Retrievability: 

By  parking  number 

Safeguards: 

Building  security  guards,  records  maintained  in  area  accessible 
only  to  authorized  personnel  who  are  appropriately  cleared  and 
trained. 

Retention  and  disposal: 

Records  are  not  permanent.  Retained  while  individual  is  author¬ 
ized  reserved  parking,  then  destroyed. 

System  managers)  and  address: 
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Chief.  Security  Branch,  Defense  Communications  Engineering 
Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia  220%. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief.  Security 
Branch,  Defense  Communications  Engineering  Center  (DCEC),  1860 
Wiehle  Avenue,  Reston,  Virginia  22090.  The  full  name  of  the  re¬ 
questing  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  The  requester  may  visit  the  Security 
Branch,  Defense  Communications  Engineering  Center  (DCEC),  1860 
Wiehle  Avenue,  Reston,  Virginia  22090  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her-.  As 
proof  of  identity  the  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Security  Branch,  Defense  Communications  En¬ 
gineering  Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia 
22090.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 
fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Military  and  Civilian  personnel  whose  names  appear  on  the  form. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDCE.Oa 

System  name: 

DA  Form  727  Classified  Container  Information  File  503-02 

System  location: 

Security  Branch,  Room  1A06,  Defense  Communications  Engineer¬ 
ing  Center  (DCEC),  Code  R121. 

Categories  of  individuals  covered  by  the  system: 

Classified  container  information  listing  the  name,  address,  and  tele¬ 
phone  number  of  each  person  authorized  access  to  the  container. 

Categories  of  records  in  the  system: 

This  form  records  the  name.grade, address,  and  home  telephone 
numbers  of  the  above  individuals. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  identify,  locate  and  contact  each  person  authorized  access 
when  the  need  arises. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Destroy  when  obsolete,  i.e.  when  person  departs,  when  combina¬ 
tion  changed,  or  w'hen  container  no  longer  used. 

Storage: 

File  folders 

Retrievability: 

By  capital  property  number 

Safeguards: 

Building  security  guards,  records  maintained  in  area  accessible 
only  to  authorized  personnel  who  are  appropriately  cleared  and 
trained. 

Retention  and  disposal: 

After  becoming  obsolete,  file  is  destroyed. 

System  manager(s)  and  address: 

Chief,  Security  Branch,  Defense  Communications  Engineering 
Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia  22090. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Branch,  Defense  Communications  Engineering  Center  (DCEC),  I860 
Wiehle  Avenue,  Reston,  Virginia  22090.  The  full  name  of  the  re¬ 
questing  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  The  requester  may  visit  the  Security 
Branch,  Defense  Communications  Engineering  Center  (DCEC),  1860 
Wiehle  Avenue,  Reston,  Virginia  22090,  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  a  driver’s  license. 


Record  access  procedures: 

Contact  the  Chief,  Security  Branch,  Defense  Communications  En¬ 
gineering  Center  (DCEC),  1860  Wiehle  Avenue,  Reston,  Virginia 
22090.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 
fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Military  and  Civilian  Personnel  whose  names  appear  on  the  form. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDEC.Ol 

System  name: 

Vehicle  Registration 

System  location: 

Administrative  Division,  Code  D200,  Defense  Commercial  Com¬ 
munications  Office  (DECCO),  Scott  Air  Force  Base,  Illinois  ^ 

Categories  of  individuals  covered  by  the  system: 

Records  system  contains  the  names  of  each  civilian  and  military 
member  assigned  to  the  DECCO  w'ork  site. 

Categories  of  records  in  the  system: 

Records  consist  of  Air  Force  Form  533,  Private  Moter  Vehicle 
Registration  -  Certificate  of  Compliance,  original  and  duplicate  with 
signature  of  the  individuals,  who  are  required  to  fill  out  the  registra¬ 
tion  form.  Form  contains  name,  address,  office  code,  office  telephone 
number,  social  security  account  number,  make  of  car,  color,  state 
where  licensed,  and  license  number. 

Authority  for  maintenance  of  the  system: 

Executive  order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Chief,  Administrative  Division  to  ensure  compliance 
with  the  laws  of  Illinois. 

Used  by  the  Air  Police  as  a  traffic  management  device. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Registration  forms  are  filed  in  metal  cabinet. 

Retrievability: 

Records  are  retrieved  by  name  of  individual. 

Safeguards: 

Records  are  maintained  in  area  which  is  accessible  only  to  author¬ 
ized  personnel  who  are  properly  screened,  and  their  duties  require 
them  to  be  in  the  area  where  the  records  are  kept. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  maintained  during  the  tenure 
of  the  individual  on  the  base  and  destroyed  90  days  after  his  depar¬ 
ture. 

System  manager(s)  and  address: 

Chief,  Administrative  Division,  DECCO. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief.  Adminis¬ 
trative  Division,  Code  D200,  DECCO,  Scott  Air  Force  Base.  Illinois. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  arecord  about  him  or  her.  As  proof  of 
identity,  the  requestor  must  present  a  current  DCA  identification 
badge  or  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division,  Code  D200.  DECCO, 
Scott  Air  Force  Base,  Illinois,  for  assistance.  The  mailing  address  is 
listed  in  the  organizational  directory  of  the  Defense  Communications 
Agency  published  in  the  Federal  Register  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures: 

The  Activity’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Source  of  the  information  pertaining  to  the  individuai  and  his  car 
is  furnished  by  the  individual. 
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Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDEC.02 

System  name: 

Authorization  to  Sign  for  Classified  Material  List 

System  location: 

Administrative  Division,  Code  D200,  Defense  Commercial  Com¬ 
munications  Office  (DECCO),  Scott  Air  Force  Base,  Illinois 

Categories  of  individuals  covered  by  the  system: 

Records  Systems  contains  the  names  of  DECCO  personnel  who 
are  authorized  to  receive  classified  material  from  the  Commander  375 
Air  Base  Group,  Scott  Air  Force  Base,  Illinois. 

Categories  of  records  in  the  system: 

Records  consist  of  retained  copy  of  letter  containing  names  and 
specimen  signatures  of  DECCO  personnel  who  are  authorized  to 
pick  up  classified  material  from  the  375  Air  Base  Group,  Scott  Air 
Force  Base,  Illinois. 

Authority  for  maintenance  of  the  system: 

Executive  order  10450,  as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Chief,  Administrative  Division,  Cdoe  D2I0,  DECCO 
to  determine  which  DECCO  personnel  are  authorized  to  pick  up 
classified  mail  from  the  375  Air  Base  Group. 

Used  by  the  Commander,  375  Air  Base  Group  to  verify  that 
DECCO  personnel  who  appear  at  the  unit  to  pick  up  classified  mail 
are  authorized  to  do  so. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  filed  in  a  folder  which  is  kept  in  a  safe. 

Retrievahility: 

Information  is  retrieved  by  name. 

Safeguards: 

Records  are  maintained  in  a  safe  in  an  area  which  is  accessible 
only  to  authoized  personnel  who  are  properly  screened,  cleared,  and 
their  duties  require  them  to  be  in  the  area  where  the  records  are 
kept. 

Retention  and  disposal: 

Records  are  not  permanent.  List  is  updated  as  personnel  changes 
occur.  The  superseded  list  is  then  destroyed. 

System  managers)  and  address: 

Chief,  Administrative  Division,  DECCO. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Adminis¬ 
trative  Division,  Code  D2(X),  DECCO,  Scott  Air  Force  Base,  Illinois. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  IXTA  identification 
badge  or  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division.  Code  D200,  DECCO, 
Scott  Air  Force  Base,  Illinois,  for  as.sistance.  The  mailing  address  is 
listed  in  the  organizational  directory  of  the  Defense  Communications 
Agency  published  inthe  Federal  Register  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures: 

The  Activity’s  rules  for  access  and  for  contesting  contents  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Names  of  the  individuals  in  the  system  are  furnished  by  the  Chief, 
Administrative  Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDEC.03 

System  name: 

Classified  Material  Receipt  Authorization  List 

System  location: 

Administrative  Division,  Code  D200,  Defense  Commercial  Com¬ 
munications  Office  (DECCO),  Scott  Air  Force  Base.  Illinois. 

Categories  of  individuals  covered  by  the  system: 


Records  system  contains  names  of  DECCO  personnel  who  are 
authorized  to  receive  classified  material  upon  delivery  by  mail  room 
personnel. 

Categories  of  records  in  the  system: 

Records  consist  of  name,  social  security  number,  and  grade  of 
individuals  authorized  to  receipt  for  classified  documents. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended  . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Chief,  Administrative  Division  uses  the  list  as  a  tracer  to  determine 
individuals  who  receive  classified  material. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  a  locked  safe. 

Retrievahility: 

Records  are  retrieved  by  name. 

Safeguards: 

Records  are  maintained  in  a  safe  in  an  area  which  is  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared,  and 
their  duties  require  them  to  be  in  the  area  where  the  records  arc 
kept. 

Retention  and  disposal: 

Records  are  not  permanent.  List  is  updated  as  perstmnel  changes 
occur.  Superseded  list  is  then  destroyed. 

System  managcr(s)  and  address: 

Chief,  Administrative  Division,  DECCO. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Adminis¬ 
trative  Division,  Code  D200,  DECCO.  The  full  name  of  the  request¬ 
ing  individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DCA  identification  badge  or  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division,  Code  D2{X),  DECCO, 
for^  assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Activity’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Names  of  individuals  in  the  system  are  furnished  by  the  Chief, 
Administrative  Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDEC.04 

System  name: 

Authority  to  Review/Sign  for  Classified  Messages  at  1918  Com¬ 
munications  Center 

System  location: 

Administrative  Division,  Code  D2I0,  Defense  Commercial  Com¬ 
munications  Office  (DECCO),  Scott  Air  Force  Base,  Illinois. 

Categories  of  individuals.^covered  by  the  system: 

Records  system  contains  the  names  of  DECCO  personnel  who  are 
authorized  to  review,  sign  for,  and  pick  up  classified  messages  in  the 
Communications  Center,  1918  Communications  Squadron. 

Categories  of  records  in  the  system: 

Records  consist  of  a  copy  of  a  letter  addressed  to  the  Commander, 
1918  Communications  Squadron  to  show  specimen  signatures  of 
DECCO  personnel  who  are  authorized  to  review,  sign  for,  and  pick 
up  classified  messages  at  that  unit. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Chief,  Administrative  Division,  DECCO  to  determine 
which  mail  room  personnel  are  authorized  to  review,  sign  for,  and 
pick  up  classified  messages. 
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Used  by  Commander,  1918  Communications  Squadrom  to  verify 
that  speciHc  DECCO  personnel  who  came  to  the  Communications 
Center  to  pick  up  classified  messages  are  authorized  to  do  so. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Records  are  filed  in  a  file  folder  which  is  kept  in  a  safe. 

Retrievability: 

information  is  retrieved  by  name  of  individual. 

Safeguards: 

Records  are  maintained  in  a  safe  in  an  area  which  is  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared,  and 
their  duties  require  them  to  be  in  the  area  where  the  records  are 
kept. 

Retention  and  disposal: 

Records  are  not  permanent.  List  is  updated  as  required.  The  super¬ 
seded  list  is  then  destroyed. 

System  manager(s)  and  address: 

Chief,  Administrative  Division,  DECCO. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Adminis¬ 
trative  Division,  Code  D210,  DECCO.  The  full  name  of  the  request¬ 
ing  individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DCA  identification  badge  or  driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division,  Code  D210,  DECCO, 
for  assistance.  The  mailing  address  is  listed  in  the  organizational 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Activity’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER.  * 

Record  source  categories: 

Names  of  the  individuals  in  the  system  are  furnished  by  the  Chief, 
Administrative  Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act:  ' 

NONE 

KDEC.05 

System  name: 

Access  Listing  to  Classified  Material  (NATO) 

System  location: 

Administrative  Division,  Code  D200,  Defense  Commercial  Com¬ 
munications  Office  (DECCO),  Scott  Air  Force  Base,  Illinois. 

Categories  of  individuals  covered  by  the  system: 

Records  system  contains  the  names  and  specimen  signatures  of 
DECCO  personnel  who  are  authorized  access  to  NATO  documents. 

Categories  of  records  in  the  system: 

Records  con.sist  of  copy  of  letter  sent  to  Code  240,  Headquarters, 
A.  Letter  contains  names  and  specimen  signatures  of  DECCO  per¬ 
sonnel  who  are  NATO  control  officers  and  alternates. 

Authority  for  maintenance  of  the  system: 

Executive  Order  11652 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Chief,  Administrative  Division  to  determine  personnel 
who  are  authorized  access  to  NATO  documents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  filed  in  a  folder  which  is  kept  in  a  safe. 

Retrievability: 

information  is  retrieved  by  name. 

Safeguards: 

Records  are  maintained  in  a  restricted  area  which  is  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared,  and 
their  duties  require  them  to  be  in  the  area  where  the  records  are 
kept. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  updated  when  changes  in 
personnel  occur,  and  the  superseded  list  is  destroyed. 


System  manager(s)  and  address: 

Chief,  Administrative  Division,  DECCO. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chi^f,  Adminis¬ 
trative  Division,  Code  D200,  DECCO,  Scott  Air  Force  Base.  Illinois. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identification 
badge  or  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division.  Code  D200.  DECCO, 
Scott  Air  Force  Base,  Illinois,  for  assistance.  The  mailing  address  is 
listed  in  the  organizational  directory  of  the  Defense  Communications 
Agency  published  in  the  Federal  Register  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures: 

The  Activity’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
m.'iy  be  obtained  from,  the  SYSMANAGER. 

Record  source  categories: 

Names  of  individuals  are  furnished  by  the  Chief,  Administrative 
Division,  DECCO. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDEC.06 

System  name: 

Nominations/Enrollments  for  Training  Courses  '  ’ 

System  location: 

Administrative  Division,  Defense  Commercial  Communications 
Office  (DECCO),  Code  D220,  Scott  Air  Force  Base,  Illinois. 

Categories  of  individuals  covered  by  the  system: 

Records  required  on  military  and  civilian  members  who  enroll  in 
government  training  courses. 

Categories  of  records  in  the  system: 

Record  indicates  personnel  data  and  is  not  revealed  to  anyone 
other  than  individuals  involved  in  obtaining  or  allocating  classroom 
spaces. 

Authority  for  maintenance  of  the  system: 

5  U.S.  Code,  Chapter  41  and  E.\ecutive  Order  1 1348 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  used  by  Chief,  Administrative  Division  to  enroll  stu¬ 
dents  who  have  been  selected  by  operating  officials  to  attend  govern¬ 
ment  training  courses.  Information  includes  name,  social  security 
number,  office  phone,  home  phone,  home  address,  job  title,  grade, 
emergency  phone,  and  emergency  address,  and  name  of  individual  to 
contact  in  case  of  emergency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Records  are  kept  in  a  locked  file  cabinet. 

Retrievability: 

Records  are  retrieved  by  name  of  trainee. 

Safeguards: 

Records  are  maintained  in  area  which  is  accessible  only  to  author¬ 
ized  personnel  who  are  properly  screened,  and  |heir  duties  require 
them  to  be  in  the  area  where  the  records  are  kept. 

Retention  and  disposal: 

Records  are  retained  five  years,  then  destroyed. 

System  manager(s)  and  address: 

Chief,  Administrative  Division,  DECCO.  Code  D210,  Scott  Air 
Force  Base,  Illinois. 

Notification  procedure; 

Requests  from  individuals  should  be  addressed  to  Chief,'  Adminis¬ 
trative  Division,  DECCO,  Code  D220,  Scott  Air  Force  Base.  Illinois. 
The  full  name  of  the  requesting  individual  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  As  proof  of 
identity,  the  requester  must  present  a  current  DCA  identification 
badge  or  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division,  DECCO,  Code  D220, 
Scott  Air  Force  Base,  Illinois,  for  assistance.  The  mailing  address  is 
listed  in  the  organizational  directory  of  the  Defense  Communications 
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Agency  published  in  the  Federal  Register  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures: 

DECCO's  rules  for  access  to  records  and  for  contesting  their 
content  and  appealing  initial  determination  by  the  individuals  con¬ 
cerned  are  set  forth  in  the  Rules  and  Regulations  Section  of  the 
Federal  Personnel  Manual. 

Record  source  categories: 

Information  provided  by  individuals. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDEC.07 

System  name: 

601-11  Duty  Rosters 

System  location: 

Administrative  Division,  Defense  Commercial  Communications 
Office  (DECCO).  Code  D2I0,  Scott  Air  Force  Base,  Illinois 

Categories  of  individuals  covered  by  the  system: 

On  a  rotation  basis  all  military  and  civilian  Division  Chiefs  are  on 
call  after  duty  hours  to  take  action  on  messages  received  at  the  1918 
Communications  Center, 

Categories  of  records  in  the  system: 

Records  contain  names  and  telephone  numbers  of  DECCO  person¬ 
nel  on  call  for  duty  after  regular  work  hours. 

Authority  for  maintenance  of  the  system: 

10  U.S.  code  133(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Listing  is  used  to  provide  names  and  home  telephone  numbers  of 
individuals  who  may  be  called  after  duty  hours. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Rosters  are  locked  in  a  file  cabinet. 

Retrievability: 

Records  are  retrieved  by  name  of  designated  individuals. 

Safeguards: 

Records  are  stored  in  a  locked  file  cabinet. 

Retention  and  disposal: 

Records  are  retained  two  years  then  destroyed. 

System  manager(s)  and  address: 

Chief,  Administrative  Division,  Cixlc  D210,  DECCO,  Scott  Air 
Force  Base,  Illinois. 

Notification  procedure: 

Records  from  individuals  should  bc  addressed  to  Chief,  Adminis¬ 
trative  Division,  Code  D210,  DECCO,  Scott  Air  Force  Base,  Illinois. 
The  full  namee  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  abtiul  him  or  her.  The 
requester  may  visit  the  Chief,  Administrative  Division,  Code  D210, 
DECCO,  Scott  Air  Force  Base,  Illinois,  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division,  Code  D2I0,  DECCO, 
Scott  Ail  Force  Base,  Illinois.  The  official  mailing  addresses  are  in 
the  Department  of  Defense  Directory  in  the  appendix  to  the  Defense 
Communications  Agency’s  systems  notice  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures: 

DECCO’s  rules  for  access  to  records  will  be  determined  by  the 
Legal  Counsel  on  a  case  by  case  basis. 

Record  source  categories: 

Obtained  from  personnel  records  retained  in  D210/D220. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KDEC.08 

System  name: 

101-06  Request  and  Authorization  for  Temporary  Duty  Travel 

System  location: 


Administrative  Division,  Code  D210,  Defense  Commercial  Com¬ 
munications  Office  (DECCO),  Scott  Air  Force  Base,  Illinois. 

Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  members  who  travel  in  performance  of  con¬ 
ducting  DECCO  business. 

Categories  of  records  in  the  system: 

Provides  traveler’s  name,  social  security  number,  purpose,  travel 
schedule,  job  title,  days  involved,  cost,  and  fund  citation  to  cover 
cost  of  travel. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  > 

Copies  are  provided  to  the  Accounting  and  Finance  Officer, 
DECCO,  Code  D532,  to  substantiate  payment  of  travel  voucher  on 
return  to  duty. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  a  Ux;ked  safe. 

Retrievability: 

Records  are  retrieved  by  name  of  traveller. 

Safeguards: 

Records  are  stored  in  a  locked  file  cabinet  and  records  are  accessi¬ 
ble  to  Administrative  Division  personnel  only. 

Retention  and  disposal: 

Records  are  retained  two  years  then  destroyed. 

System  manager(s)  and  address: 

Chief,  Administrative  Division,  DECCO,  Code  D210,  Scott  Air 
Force  Base,  Illinois. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  DECCO. 
Code  D2I0,  Scott  Air  Force  Base,  Illinois.  The  full  name  of  the 
requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  As  proof  of  identity,  the  request¬ 
er  must  present  a  current  DCA  identification  badge  or  driver's  li¬ 
cense. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division,  DECCO,  Code  D210, 
Scott  Air  Force  Base,  Illinois,  for  assistance.  The  mailing  address  is 
listed  in  the  organizational  directory  of  the  Defense  Communications 
Agency  published  in  the  Federal  Register  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures:  DECCO’s  rules  for  access  to  records 
will  be  referred  to  the  Legal  Counsel  on  a  case  by  case  basis. 

Record  source  categories: 

Provided  by  traveler. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KELR.02 

System  name: 

DCA  Form  605,  Personnel  Data  Sheet. 

System  location: 

Management  Support  Division,  Defense  Communications  Agency 
Europe  (DCA-EUR),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system: 

All  personnel  assigned  to  DCA  Europe. 

Categories  of  records  in  the  system: 

Records  consist  of  information  on  each  individual  including  name, 
grade,  SSAN,  date  and  place  of  birth,  permanent  home  address, 
marital  and  dependent  status,  passport  number,  rotation  date,  for¬ 
warding  address,  date  of  rank.  PAFSC/MOS/NEC,  date  reported, 
SAFC/MOS/NEC,  civilian  and  military  education,  BASD/ 
T.AFMSD,  residence  and  duty  phone  numbers,  and  emergency  ad¬ 
dressee. 

Authority  for  maintenance  of  the  system: 

10  U.S.code  13.3(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Maintained  for  use  by  the  Management  Support  Division  as  a 
reference  file  and  routine  or  emergency  locator  file. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records-  in  the  system: 

Storage: 

Records  maintained  in  Hie  folders 

Retrievability: 

Records  filed  alphabetically  by  last  name  of  individuals. 

Safeguards: 

Records  maintained  in  a  locked  container  accessible  to  authorized 
personnel  only.  Military  police  are  posted  at  entrance  of  the  building. 

Retention  and  disposal: 

Record  maintained  for  one  year  after  departure  of  individual  then 
destroyed. 

System  manager(s)  and  address: 

Management  Support  Division,  DCA  Europe.  APO  New  York 
09131 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Manage¬ 
ment  Support  Division,  DCA-Europe,  APO  New  York  09131.  The 
full  name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identity, 
the  requester  must  present  a  current  DCA  identiHcation  badge  or 
driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131,  for  assistance.  The  mailing  address  is  listed  in 
the  organizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

All  information  is  provided  by  the  individual  upon  initial  assign¬ 
ment.. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KEUR.03 

System  name: 

Incident  Report  File 

System  location: 

Management  Support  Division.  Defense  Communications  Agency 
Europe  (DCA-EUR),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system: 

Any  personel(military  or  civilian)  assigned  to  DCA  Europe  in¬ 
volved  in  a  traffic,  financial,  criminal  or  other  incident  which  is 
reported  to  the  Commander  DCA  Europe  for  information  or  neces¬ 
sary  action. 

Categories  of  records  in  the  system: 

Copies  of  Reports  of  Investigation.  Military  Police  Incident  Re¬ 
ports,  Traffic  tickets,Letters  of  Notification  of  Dishonored  checks, 
and  correspondence  or  documents  concerning  other  matters  brought 
to  the  attention  of  the  Commander  DCA  Europe  relating  to  person¬ 
nel  assigned  to  this  Command. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Maintained  as  a  reference  file  for  use  by  the  Commander  DCA 
Europe  to  document  required  actions  taken  in  response  to  reports 
and  notification  of  incidents  involving  a.vsigned  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders. 

RetrievabiPty: 

Information  is  retrieved  by  name  of  the  individual. 

Safeguards: 

Records  are  maintained  in  a  locked  security  file  container  and  may 
be  accessed  only  by  the  Commander,  Deputy  Commander,  Chief, 
Management  Support  Division,  or  other  persons  specifically  designat¬ 
ed  by  the  Commander. 


Retention  and  disposal: 

Records  are  maintained  in  an  active  file  during  the  period  of  the 
individual’s  assignment  to  DCA  Europe  and  destroyed  on  his  or  her 
departure. 

System  managers)  and  address: 

Commander,  DCA  Europe,  APO  New  York  09131 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Manage¬ 
ment  Support  Division,  DCA-Europe,  APO  New  York  09131.  The 
full  name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identity, 
the  requester  must  present  a  current  DCA  identification  badge  or 
driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131,  for  assistance.  The  mailing  address  is  listed  in 
the  organizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  is  obtained  from  reports,  documents,  and  correspond¬ 
ence  received  from  Civilian  and  Military  Police  Service  Investigative 
Agencies,  Military  Exchange  and  Commissary  systems,  or  any  other 
agency  or  individual  that  reports  information  of  an  incident  nature  to 
the  Commander  DCA  Europe. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KEUR.04 

System  name: 

Security  Clearance  File 

System  location: 

Management  Support  Division,  Defense  Communications  Agency 
Europe  (DCA-EUR),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system: 

All  personnel  assigned  to  DCA  Europe 

Categories  of  records  in  the  system: 

File  contains  roster  by  name  and  social  security  number  which 
reflects  the  US  and  NATO  security  clearances  held  by  DCA  Europe 
personnel. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

Information  is  maintained  as  a  centralized  reference  document  for 
verification  of  security  clearances  held  by  DC.A  Europe  j^rsonnel. 

Clearances  are  certified  to  other  US  government  agencies  as  re¬ 
quired 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Roster  is  stored  in  a  locked  file  container. 

Retrievability: 

Information  is  retrieved  by  name. 

Safeguards: 

Roster  is  maintained  in  a  locked  file  container  with  access  limited 
to  authorized  personnel  only. 

Retention  and  disposal:  * 

Records  are  maintained  during  the  period  of  current  employment 
with  DCA  EUR  &  noncurrent  information  is  deleted  from  the  file  at 
the  time  of  departure  of  individual. 

System  manager(s)  and  address; 

Management  Support  Division,  Code  E200,  DCA  Europe,  APO 
New  Yqrk  09131 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Manage¬ 
ment  Support  Division,  DCA-Europe,  APO  New  York  09131.  The 
full  name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identity. 
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the  requester  must  present  a  current  DCA  identification  badge  or 
driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131,  for  assistance.  TTie  mailing  address  is  listed  in 
the  organizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  &  for  contesting  contents 
&  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  maintained  on  the  roster  is  obtained  from  the  original 
clearance  certification  by  HQ  DCA  and  documents  signed  by  the 
individual  which  acknowledge  receipt  of  additional  access. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KEUR.05 

System  name: 

Classified  Container  Information  Forms 

System  location: 

Office  of  Security  Officer,  Headquarters,  Defense  Communications 
Agency  Europe  (DCA-EUR),  APO  New  York  09131, 

Categories  of  individuals  covered  by  the  system: 

Persons  who  have  been  designated  for  access  to  the  containers  and 
w  ho  may  be  contacted  for  access  in  case  of  emergency. 

Categories  of  records  in  the  system: 

Retained  copies  of  DA  Forms  727,  which  contain  name,  home 
address,  and  phone  number  of  individual. 

Authority  for  maintenance  of  the  system: 

Executive  Order  1 0450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  maintain  current  designation  of  persons  who  may  be 
contacted  for  access  to  the  container. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Forms  maintained  in  locked  file  cabinet. 

Retrievability: 

Information  is  retrieved  by  name  of  individual. 

Safeguards: 

Containers  are  located  in  locked  or  controlled  access  areas.  Mili¬ 
tary  police  are  posted  at  entrance  of  the  building. 

Retention  and  disposal: 

Forms  are  renewed  every  six  months  or  when  any  individual 
having  access  to  the  container  depaits,  and  then  destroyed. 

System  manageris)  and  address; 

Security  Officer,  DCA  Europe,  APO  NY  09131 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Manage¬ 
ment  Support  Division,  DCA-Europe,  APO  New  York  09131.  The 
full  name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identity, 
the  requester  must  present  a  current  DCA  identification  badge  or 
driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131,  for  assistance.  The  mailing  address  is  listed  in 
the  organizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  intial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Individuals  designated  by  Division  Supervisors. 

S}  stems  exempted  from  certain  provisions  of  the  act: 

NONE 


KEUR.07 

System  name: 

Postal  Directory  File 

System  location:  / 

Management  Support  Division,  Defense  Communications  Agency 
Europe  (DCA-EUR),  APO  New  York  09131,  and  Field  Officeis. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  currently  assigned  to  DCA  Europe  and  those  who 
departed  within  proceeding  12  months. 

Categories  of  records  in  the  system: 

Records  consist  of  change  of  address  recorded  on  DA  Form  3955 
(change  of  address  and  directory  record). 

Authority  for  maintenance  of  the  system: 

U.S.A.  Postal  Manual,  Chapter  1,  Part  158. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Card  flics  are  maintained  by  the  Commander  APO  09131  Post 
Office,  and  the  APO  Mail  Distribution  Center  for  the  Stuttgart, 
Germany  area  located  at  Wallace  Barracks.  Files  are  also  maintained 
at  Postal  Facilities  servingg  the  Field  Offices:  Worms  -  APO  09056, 
UK  -  APO  09378,  Naples  -  FPO  09524,  Athens  -  APO  09223. 

Information  is  used  by  SYSMAN.AGER  to  direct  mail  delivery  to 
the  proper  address. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  card  file  boxes  in  the  mail  room. 

Retrievability: 

Information  is  retrieved  by  name  of  individual  and  organizational 
assignment. 

Safeguards: 

Records  are  maintained  in  rooms  approved  for  the  storage  of  US 
mail  and  are  accessible  only  to  authorized  personnel.  Military  police 
are  posted  at  the  entrance  of  the  building. 

Retention  and  disposal: 

Records  are  maintained  in  an  active  file  during  period  of  current 
assignment  to  DCA  Europe  and  for  one  year  after  departure,  at 
which  time  they  are  destroyed. 

System  manageris)  and  address: 

Management  Support  Division,  DCA  Europe,  APO  New  York 
09131 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  SYSMAN¬ 
AGER. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131,  for  assistance.  The  mailing  address  is  listed  in 
the  organizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  is  provided  by  individuals  upon  initial  assignment  to 
DCA  Europe. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KEUR.08 

System  name: 

Travel  Order  and  Voucher  File 

System  location: 

Management  Support  Division,  Defense  Communications  Agency 
Europe  (DC.A-EUR),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system: 

All  personnel  who  perform  official  travel  under  orders  issued  by 
DCA  Europe 

Categories  of  records  in  the  system: 

Records  in  the  system  consist  of  travel  orders,  transportation  re¬ 
quests,  commercial  carrier  transportation  tickets,  travel  advance 
vouchers,  records  of  travel  claims  and  payments.  Data  in  the  system 
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includes  the  individual's  name,  SSAN,  home  phone  and  address,  and 
other  pertinent  travel  information. 

Authority  for  maintenance  of  the  system; 

10  U.S.  Code  133(b) 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Records  maintained  by  SYSMANAGER  for  budget  and  account¬ 
ing  purposes  to  verify  amounts  actually  spent  for  travel,  and  for 
control  of  an  accountability  for  travel  orders  issued  by  DCA  Europe. 

Used  by  prosecution  authorities  in  case  of  fraud. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  maintained  in  file  folders. 

Retrievability: 

Records  filed  sequentially  by  travel  order  number. 

Safeguards: 

Records  maintained  in  locked  file  containers  accessible  only  to 
authorized  personnel.  Military  police  are  posted  at  building  entrance 
during  duty  hours. 

Retention  and  disposal: 

Records  are  maintained  for  two  calender  years  and  then  destroyed. 

System  manager! s)  and  address; 

Management  Support  Division,  DCA-Europe,  APO  New  York 
09131 

Notificat'an  procedure: 

Requests  from  individuals  should  be  addres.sed  to  Chief,  Manage¬ 
ment  Support  Division,  Defen.se  Communications  Agency  Europe, 
APO  New  York,  09131.  The  full  name  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  contains  a  record  about 
him  or  her.  As  proof  of  identity,  the  requester  must  present  a  current 
DCA  identification  badge  or  driver's  license. 

Record  access  procedures; 

Contact  the  Chief,  Management  Support  Division,  DCA-Europe, 
APO  New  York  09131,  for  assistance.  The  mailing  address  is  listed  in 
the  organizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN¬ 
AGER. 

Record  source  categories: 

Personal  information  is  obtained  from  individual  travelers  and  en¬ 
tered  on  the  travel  order  form. 

Systems  exempted  from  certain  provisions  of  the  act: 

NO.NE 

KELR.09 

System  name: 

NONCOMB.\TANT  Information  Card,  AEZ  Form  6-106. 

System  location: 

Management  Support  Division,  Defense  Communications  Agency, 
European  Area,  (DCA-EUR),  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system: 

(1)  All  legal  dependents  of  United  States  Forces  personnel 

(2)  United  States  civilian  employees  of  DoD  Agencies  and  their 
dependents 

(3)  Department  of  Defense  or  a  military  service  department  spon¬ 
sored  United  States  technical  representatives 

(4)  Bonafide  members  of  households  of  United  States  Forces  per¬ 
sonnel  and  of  persons  in  (2)  and  (3)  above 

(5)  United  States  personnel  who  are  special  invitees  possessing 
current  Department  of  Defense  or  a  military  service  department 
invitational  travel  orders. 

(6)  Dependents  of  United  .States  personnel  assigned  to  United 
States  elements  of  any  North  Atlantic  Treaty  Organization  military 
headquarters  or  agency  when  common  facilities  are  used  and  that  the 
Secretary  of  Defense  has  authorized  to  receive  United  States  support 

(7)  Other  United  States  nongovernmental,  nonmilitary  individuals 
and  agencies  in  oversea  military  commands  for  whom  military  logis¬ 
tical  support  is  authorized  in  joint  military  regulations  (e.g.,  USO, 
American  Red  Cross). 

Categories  of  records  in  the  system: 


AEZ  Form  6-106,  Noncombatant  Information  Card.  It  contains 
information  on  the  following; 

Sponsor.  Name',  grade,  date  arrived  in  theater,  data  of  return  from 
overseas;  SSAN;  organization  and  duty  section;  occupation  specialty; 
branch  of  service  or  agency;  military  post  or  base  name  and  city 
location;  building  number;  room  number;  duty  phone;  ZIP  Code;  and 
APO  or  FPO 

Noncombatant.  Local  residence  street  number  and  name  and  city; 
area;  building  number;  apartment  number;  home  phone;  ZIP  Code; 
date  assigned;  Continental  United  States  residence  street  number  and 
name  or  Post  Office  Box  number;  city;  state  or  terriroty;  and  ZIP 
Code. 

Vehicle,  vehicle  number(s)  and  make{s);  year(s);  and  capacity. 

Names  of  all  noncombatants,  for  each:  pa.ssport  number;  SSAN; 
relationship;  month  and  year  of  birth;  whether  or  not  has  an  identifi¬ 
cation  tag;  immunization  record;  and  if  or  if  not  a  driver  of  vehicle. 

Briefings.  Briefing  by  supervisor  to  sponsor;  warden  to  noncomba¬ 
tant;  route  reconnaissance;  and  noncombatant  Evacuation  Operations 
rehersal.  For  each  of  the  above  items,  dates  information  given;  by 
whom  given;  frequency  of  review  items;  date  and  signature  of  spon¬ 
sor  and  supervisor  for  each  of  the  items  to  authenticate  that  all  atove 
items  reviewed  as  required. 

Authority  for  maintenance  of  the  system: 

Title  10.  U.S.C.,  Section  3012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  ^ 

Used  by  the  Chief,  Management  Support  Division,  to  determine 
preparedness  of  noncombatants  for  evacuation,  if  required. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Information  is  recorded  on  8  x  10  1/2  cardboard  cards  and  filed  in 
notebook  binder. 

Retrievability: 

Information  is  retrieved  manually  by  name. 

Safeguards: 

Records  are  filed  in  file  cabinet  and  maintained  in  a  restricted  area 
which  is  accessible  only  to  authorized  personnel  who  are  required  to 
be  in  the  area  where  records  are  kept. 

Retention  and  disposal: 

Records  are  not  permanent.  Records  are  updated  as  changes  occur 
and  destroyed  on  departure  of  the  sponsor  from  DCA-Europe. 

System  managerfs)  and  address: 

Chief,  Management  Support  Division,  DCA-Europe,  APO  New 
York  09131. 

Notification  procedure: 

Requests  from  individuals  should  be  addres.sed  to  the  Chief,  Man¬ 
agement  Support  Division,  DCA  European  Area,  APO  New  York 
09131.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  of  the  requester.  As  proof 
of  identity,  the  requester,  if  a.ssigned  to  DCA  European  Area,  must 
present  a  current  DCA  identification  badge  or  current  motor  vehicle 
operator's  license.  If  not  assigned  to  the  DCA  European  Area  but 
still  in  the  military  service  the  requester  must  provide  a  current 
motor  vehicle  driver's  license  or  Social  Security  Account  Number.  If 
no  longer  affiliated  with  the  Department  of  Defense  must  provide 
Social  Security  Account  Number. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division.  DCA  European 
Area,  APO  New  York  09131,  for  assistance. 

Contesting  record  procedures: 

The  DCA  rules  for  access  to  records  for  contesting  contents  and 
appealing  initial  determination  by  the  individual  concerned  are  con¬ 
tained  in  DCAl  210-225-2  or  in  C.F.R.  Part  287a. 

Record  source  categories: 

Information  is  furnished  by  the  individual  concerned;  or  from 
official  reco.'ds  provided  by  personnel  offices  of  the  1141st  US  Air 
F'orce  Special  Activities  ^uadron;  Headquarters,  European  Com¬ 
mand,  .Army,  Navy,  Air  Force  and  Marine  Corps  Elements;  Stuttgart 
Area  Civilian  Personnel  Office;  and  the  US  Finance  and  Accounting 
Office.  Europe. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

KF.UR.IO 

System  name: 

Personnel  File. 
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System  location: 

Management  Support  Division,  Defense  Communications  Agency, 
(EKTA)  European  Area,  APO  New  York  09131. 

Categories  of  individuals  covered  by  the  system: 

All  military  and  civilian  personnel  assigned  to  Headquarters,  DCA 
European  Area. 

Categories  of  records  in  the  system: 

Records  consist  of  security  clearance  data  (Air  Force  Form  47: 
Certificate  of  Eligibility  and  Record  of  Personnel  Security  Clearance, 
and  DCA  Form  548:  Status  of  Clearance);  record  of  requests  for 
changes  to  assignment;  job  title  and  position  (Air  Force  Form  2095: 
Assignment/Personnel  Action,  and  Standard  Form  52:  Request  for 
personnel  action);  leave  data;  special  orders  published  by  the  DCA 
European  Area  pertaining  to  additional  duties;  and  sponsorship  infor¬ 
mation. 

Authority  for  maintenance  of  the  system: 

Title  10,  U.S.C.  136(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Chief,  Management  Support  Division,  to  verify  secu¬ 
rity  clearance  status,  initiate  personnel  actions  such  as  effectiveness 
reports,  changes  in  position,  title  or  assignment;  record  of  additional 
duties,  and  related  routine  personnel  and  administrative  matters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  filed  in  folder. 

Retrievability: 

Information  is  retrieved  by  name. 

Safeguards: 

Records  are  maintained  in  a  safe  accessible  only  to  personnel 
authorized  in  the  performance  of  their  official  duties. 

Retention  and  disposal: 

Records  are  maintained  one  year  after  departure  of  the  individual 
from  the  DCA-European  Area  and  then  destroyed. 

System  managerts)  and  address: 

Chief,  Management  Support  Division,  DCA  European  Area,  APO 
New  York  09131. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Chief,  Man¬ 
agement  Support  Division,  DCA  European  Area,  APO  New  York 
09131.  The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  of  the  requester.  As  proof 
of  identity,  the  requester,  if  assigned  to  DCA  European  Area,  must 
present  a  current  I^A  identification  badge  or  current  motor  vehicle 
driver's  license  or  Social  Security  Account  Number.  If  no  longer 
affiliated  with  the  Department  of  Defense  must  provide  Social  Secu¬ 
rity  Account  Number. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  DCA  European 
Area,  APO  New  York  09131,  for  assistance. 

Contesting  record  procedures: 

The  Defense  Communications  Agency  rules  for  access  to  records 
for  contesting  contents  and  appealing  initial  determination  by  the 
individual  concerned  are  contained  in  DCAI  210-225-2  or  in  32 
C.F.R.  Part  287a. 

Record  source  categories: 

Information  is  furnished  by  the  individual  concerned;  or  from 
official  records  provided  by  personnel  offices  of  the  1141$t  US  Air 
Force  Special  Activities  ^uadron;  Headquarters,  European  Com¬ 
mand,  Army,  Navy,  Air  Force  and  Marine  Corps  Elements;  Stuttgart 
Area  Civilian  Personnel  Office;  and  the  US  Finance  and  Accounting 
Office,  Europe. 

Systems  exempted  from  certain  provisions  of  the  art: 

None. 

KMIN.01 

System  name: 

Minority  Identification  File  List 

System  location: 

Office  of  the  Director  of  Equal  Employment  Opportunity,  Head¬ 
quarters.  Defense  Communications  Agency  (DCA),  Washington, 
DC. 

Categories  of  individuals  covered  by  the  system: 


Each  civilian  employee  of  DCA. 

Categories  of  records  in  the  system: 

Employee's  name;  social  security  number;  grade  and  step;  salary, 
job  title;  race  or  national  origin;  sex;  DCA  office  code;  and  occupa¬ 
tion  code. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual  Chapter  713,  Section  3-4(c)  'Use  of 
Statistical  Data;  Agency  Self-Evaluation.' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  exclusively  by  the  Director  of  Equal  Employment  Opportu¬ 
nity  in  studies  and  analyses  that  contribute  affirmatively  to  achieving 
the  objectives  of  the  ^ual  Employment  Opportunity  Program.  That 
is,  the  list  is  used  to  identify  whether  or  not  any  bias  patterns  may 
exist  in  hiring,  advancement,  and  training  opportunities  and  also  to 
provide  information  to  the  Civil  Service  Commission  in  affirmative 
action  plans. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  record  is  stored  in  a  locked  file  cabinet. 

Retrievability: 

Retrieved  by  the  grade,  job  title,  race  or  sex  of  employees,  and 
SSAN. 

Safeguards: 

Building  employs  security  guards.  List  locked  in  file  cabinet.  Only 
the  Director  of  Equal  Employment  Opportunity  has  access. 

Retention  and  disposal: 

The  record  is  destroyed  annually. 

System  managerts)  and  address: 

Director  of  Equal  Employment  Opportunity,  Headquarters,  DCA 
(ATTN:  Code  107),  Washington.  D.C.  20305. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Director  of 
Equal  Employment  Opportunity,  Headquarters,  DCA,  Code  107. 
The  individual's  full  name  and  organization  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requester 
may  visit  the  Office  of  Equal  Employment  Opportunity,  Headquar¬ 
ters,  DCA,  Code  107,  to  obtain  information  on  whether  the  system 
contains  records  pertaining  to  him  or  her.  Proof  of  identity  will  be 
by  presentation  of  current  DCA  identification  badge  or  a  driver's 
license. 

Record  access  procedures: 

Contact  the  Director  of  Equal  Employment  Opportunity,  Head¬ 
quarters,  DCA,  Code  107,  for  assistance  in  this  regard.  The  mailing 
address  is  listed  in  the  organizational  directory  of  the  Defense  Com¬ 
munications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Personnel  Processing  Clerks  and  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KNCS.Ol 

System  name: 

National  Communications  Systems  Continuity  of  Operations  Plan 
(NCS  COOP). 

System  location: 

Office  of  the  Manager,  National  Communications  Systems,  8th  and 
South  Court  House  Road,  Arlington,  Virginia  22204. 

Categories  of  individuals  covered  by  the  system: 

All  members  of  the  National  Communications  Systems  Staff. 

Selected  individuals  of  the  National  Communications  Systems/  De¬ 
fense  Communications  Agency  Operations  Center  (NCS  DCAOC). 

Selected  telecommunications  officials  of  the  major  and  minor  NCS 
Operating  Agencies  and  selected  personnel  of  Federal  agencies  in  the 
Washington  Metropolitan  Area. 

Selected  key  personnel  of  the  commercial  communications  carriers, 
for  example,  American  Telephone  &  Telegraph  (AT&T)  Company, 
Chesapeake  &  Potomac  (C&P)  Telephone  Company,  Western  Union 
Telegraph  Company,  etc. 
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Categories  of  records  in  the  system: 

File  contains  a  plan  which  provides  the  guidance  and  procedures 
for  insuring  the  continuity  of  operations  of  the  OiTice  of  the  Man¬ 
ager,  NCS,  and  the  NCS/DCAOC  in  the  event  of  enemy  attack, 
periods  of  international  crisis,  tension,  or  national  catastrophe.  It 
provides  a  roster  giving  the  office  and  residence  phone  numbers  of 
personnel  to  contact  as  as  emergency  situation  develops. 

Authority  for  maintenance  of  the  system: 

Presidential  Memorandum,  Subject:  Establishment  of  the  National 
Communications  System,  21  August  1963. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  the  Manager,  NCS  •  To  apprise  individuals  on  the  staff  of 
their  responsibilities  and  emergency  relocation  assignments  in  condi¬ 
tions  of  emergency. 

Selected  telecommunications  officials  of  the  NCS  •  Certain  desig¬ 
nated  personnel  of  Office  of  Telecommunications  Policy  (OTP),  Ex¬ 
ecutive  Office  of  the  President,  the  Executive  Agent  of  the  NCS 
(who  is  the  Secretary  of  Defense),  the  Department  of  State,  Depart¬ 
ment  of  Defense,  Federal  Aviation  Administration,  General  Services 
Administration,  National  Aeronautics  and  Space  Administration,  and 
the  Central  Intelligence  Agency  use  this  plan  as  their  guidance  for 
procedures  to  follow  under  conditions  of  emergency.  Provides  them 
the  focal  point  for  contacts  and  coordination  on  short  notice. 

Certain  telecommunications  officials  of  the  Office  of  Telecommuni¬ 
cations  Policy,  Executive  Office  of  the  President,  the  Executive 
Agent  of  the  NCS  (who  is  the  Secretary  of  Defense),  the  Depart¬ 
ment  of  State,  the  Department  of  Defense,  Federal  Aviation  Admin¬ 
istration,  General  Services  Administration,  Central  Intelligence 
Agency,  Energy  Research  and  Development  Administration,  the  De¬ 
partment  of  Commerce  and  Department  of  the  Interior.  -  To  be 
informed  of  their  responsibilities  in  the  face  of  worsening  emergency 
conditions  and  to  know  where  to  report. 

Selected  personnel  of  the  following  commercial  carriers:  AT&T 
Company,  offices  in  New  York  and  and  Washington,  D.C.,  C&P 
Telephone  Company  Headquarters,  General  Telephone  and  Electron¬ 
ics,  International  Telephone  &  Telegraph  (IT&T)  Corporation,  of¬ 
fices  in  New  York  and  Washington,  D.C.,  Radio  Corporation  of 
America  Company,  offices  in  New  York,  San  Francisco,  California 
and  Washington,  D.C.,  Western  Union  International  and  Western 
Union.  -  To  be  knowledgeable  of  current  telecommunications  prob¬ 
lems  so  that  certain  priorities  for  support  and  services  can  be  coordi¬ 
nated  with  designated  Federal  officials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  In  the  system: 

Storage: 

This  is  a  classified  plan  filed  in  standard  secure  safes. 

Retrievability: 

Filed  by  category  of  plan. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  propeily  screened, 
cleared  and  trained. 

Retention  and  disposal:  This  is  a  permanent  plan.  It  will  be  an 
.active  file  indefinitly  and  will  be  updated  periodically  by  the  Man¬ 
ager,  NCS. 

System  managerts)  and  address: 

The  Manager,  National  Communications  System,  Washington. 
D  C.  20.305. 

Notification  procedure: 

Information  may  be  obtained  from  the  Office  of  NCS  Plans  and 
Operations,  8th  and  South  Court  House  Road,  Arlington,  Virginia 
22204. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  Manager, 
National  Communications  System,  Washington,  D  C.  20305. 

Written  requests  should  contain  the  full  name  of  the  individual, 
current  address  and  telphone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 


Informal  coordination  with  representatives  of  the  agencies  con¬ 
cerned.  Informal  telephonic  coordination  with  personnel  of  the 
common  carriers. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KNCS.02 

System  name: 

National  Communications  System  (NCS)  Plan  for  Emergencies  and 
Major  Disasters. 

System  location: 

Office  of  the  Manager,  National  Communications  System.  8th  and 
South  Court  House  Road,  Arlington,  Virginia  22204. 

Categories  of  individuals  covered  by  the  system: 

Federal  Disaster  Assisstance  Administration  (FDAA)  Regional  Di¬ 
rectors. 

General  Services  Administration  (GSA)  Regional  Emergency 
Communications  Coordinators. 

Selected  members  of  the  National  Communications  Sysytem  Staff. 

Defense  Civil  Preparedness  Agency  (DCPA)  Regional  Directors. 

Categories  of  records  in  the  system: 

File  contains  a  plan  which  prescribes  procedures  for  providing 
communication  support  in  Presidentially  declared  emergency  and 
major  disaster  operations.  It  provides  the  names,  office  and  residence 
phone  numbers  of  the  key  Federal  personnel  nationwide  to  contact 
and  coordinate  communications  support  in  emergencies  and  major 
disasters. 

Authority  for  maintenance  of  the  system: 

Presidential  Memorandum,  Subject-  Establishment  of  the  National 
Communications  System,  21  August  1963. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  the  Manager,  NCS  -  To  ensure  that  Federal  agencies  and 
certain  telecommunications  officials  understand  what  their  re.sponsi- 
bilities  and  functions  are  in  pre-disaster  planning. 

Regional  representatives  of  FDAA,  GSA,  and  DCPA  -  To  know' 
under  which  conditions  of  emergency  they  are  to  function  and  what 
roles  they  perform  under  each  phase. 

personnel  a.ssigned  to  States’  Emergency  Operations  Center  To 
know  where  the  focal  points  are  to  contact  for  assistance. 

Quasi-government  agencies  -  (i.e.,  American  National  Red  Cross)  - 
To  know  where  the  focal  points  are  to  contact  for  assistance. 

Major  US  telephone  companies  -  To  be  informed  on  the  plan  and 
which  regional  representative  will  be  contacting  the  telephone  com¬ 
panies  for  assistance  in  conditions  of  disaster. 

All  Federal  departments  and  agencies  of  the  US  Government  in 
the  Washington  Metrofioliian  area  -  To  be  knowledgeable  of  the 
provisions  made  in  the  plan  to  assist  their  agencies  located  outside 
the  Washington  Metropolitan  area. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  plan  is  filed  in  the  office  bookcases. 

Retrievability: 

Filed  by  category  of  plan. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accesible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

This  is  a  permanent  plan.  It  will  be  an  active  file  indefinitely  and 
will  be  updated  periodically  by  the  Manager,  NCS. 

System  managerfs)  and  address: 

The  Manager,  National  Communications  System,  Washington. 
D  C.  20305 

Notification  procedure: 

Information  may  be  obtained  from  the  Office  of  NCS  Plans  and 
Operations,  8th  and  St>uth  Court  House  Road,  Arlington,  Virginia 
22204. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  Manager, 
National  Communications  Systems,  Washington,  D.C.  20305. 

W’ritten  requests  should  contain  the  full  name  of  the  individual, 
current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 
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Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Names  of  regional  representatives,  state  officials,  and  Federal 
agency  representatives  secured  through  an  Interagency  Task  Group 
established  for  the  purpose  of  publishing  the  plan  with  this  informa¬ 
tion.  Information  on  major  US  telephone  companies  secured  from  an 
American  Telephone  &  Telegraph  Company  Washington  office  rep¬ 
resentative. 

Systems  exempted  from  certain  provisions  of  the  act: 

■  NONE 

KNCS.03 

System  name: 

National  Communications  Svstem  Emergency  Action  Group 
(NEAG) 

System  location: 

Office  of  the  Manager,  National  Communications  System  (NCS), 
8th  and  South  Court  House  Road,  Arlington,  Virginia  22204. 

Categories  of  individuals  covered  by  the  system: 

Selected  communications  officials  of  the  major  operating  agencies 
of  the  National  Communications  System  who  are  designed  by  name 
as  members  of  an  interagency  telecommunications  group  (NEAG) 
which  is  convened  under  national  communications  emergencies. 

Selected  personnel  on  the  National  Communications  System  Staff. 

Categories  of  records  in  the  system: 

This  file  contains  the  objectives,  membership  and  activation  proce¬ 
dures  for  the  National  Communications  System  Emergency  Action 
Group  (NEAG)  which  is  an  on-call  interagency  telecommunications 
group  whose  purpose  is  to  assist  the  Manager,  NCS,  in  dealing  with 
national  communications  emergencies.  This  NCS  Instruction  45- 1 
lists  the  members  of  the  group  by  name  and  gives  the  office  and 
residence  phone  numbers. 

Authority  for  maintenance  of  the  system: 

Presidential  Memorandum,  Subject:  Establishment  of  the  National 
Communications  System,  21  August  1963. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  snch  uses: 

Office  of  the  Manager,  NCS,  -  To  inform  the  NCS  staff  of  its 
responsibilities  under  conditions  of  a  worsening  emergency  and  who 
to  contact  in  the  Federal  agencies  to  keep  them  appris^. 

Selected  telecommunications  officials  of  the  Major  Operating 
.Agencies  of  the  NCS  which  are:  Department  of  State,  Department  of 
Defense,  Federal  Aviation  Administration,  General  ^rvices  Admin¬ 
istration,  National  Aeronautics  and  Space  Administration,  and  the 
Central  Intelligence  Agency  —  To  be  informed  on  the  conditions  of 
emergency  under  which  the  NEAG  convenes  and  the  total  member¬ 
ship  thereof  for  purposes  of  immediate  coordination. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

This  is  a  classified  directive  which  is  filed  in  standard  secure  safes 

Retrievability: 

Filed  by  category  of  plan. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

This  is  a  permanent  directive.  It  w'ill  be  an  active  file  indefinitely 
and  will  be  up-dated  periodically  by  the  Manager,  NCS. 

System  manageris)  and  address: 

The  Manager,  National  Communications  System.  Washington, 
D  C.  20305. 

Notification  procedure: 

Information  may  be  obtained  from  the  Office  of  NCS  Plans  and 
Operations,  8th  and  South  Court  House  Road,  Arlington,  Virginia 
22204. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  Manager, 
National  Communications  System,  Washington,  D.C.  20305. 

Written  requests  should  contain  the  full  name  of  the  individual, 
current  address  and  telephone  number. 


For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Informal  coordination  with  representatives  of  the  NCS  member 
agencies  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KPAC.Ol 

Sy  stem  name: 

Classified  Container  Information  Form  DA  727 

System  location: 

Headquarters,  Defense  Communications  Agency  Pacific  (DCA- 
PAC).  APO  San  Francisco  96515 

Categories  of  individuals  covered  by  the  system: 

Any  DCA-PAC  employee  who  is  responsible  for  the  combination 
of  a  vault  or  container  used  for  the  storage  of  classified  material. 

Categories  of  records  in  the  system: 

DA  Form  727  which  contains  name,  address,  and  phone  number. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  obtain  the  names  of  per^ns  who  have  direct  know  ledge 
of  the  combination  of  a  safe  or  vault. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  safe. 

Retrievability: 

Filed  numerically  by  divisions. 

Safeguards: 

Records  are  maintained  in  a  locked  vault. 

Retention  and  disposal: 

Destroyed  when  obsolete. 

System  manageris)  and  address: 

Security  Officer,  Defense  Communications  Agency  Pacific,  APO 
San  Francisco,  California  96515. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Security  Officer, 
Defense  Communications  Agency  Pacific,  APO  San  Francisco,  Cali¬ 
fornia,  96515.  The  full  name  of  the  requesting  individual  will  be 
required  to  determine  if  the  system  contains  a  record  about  him  or 
her.  The  requestor  may  visit  the  Security  Officer,  DCA-PAC,  APO 
San  Francisco  96515,  to  obtain  information  on  whether  the  system 
contains  records  pertaining  to  him  or  her.  As  proof  of  identity  the 
requestor  must  present  a  current  DCA  identification  badge  or  a 
driver’s  license. 

Record  access  procedures: 

Contact  the  Security  Officer,  DCA-PAC,  APO  San  Francisco, 
California  96515.  The  official  mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  the  Defense  Communi¬ 
cations  Agency’S  systems  notice  and  should  be  referenced  by  the 
requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  by  the  individual  concerned  may  be  obtained  from  the  SYS¬ 
MANAGER. 

Record  source  categories: 

Security  Officer,  DCA-PAC,  APO  San  Francisco.  California 
96515. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KPAC.02 

System  name: 

Authorization  to  sign  for  classified  material  lists. 

System  location: 
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Primary  Systems  Management.  Defense  Communications  Agency 
Pacific,  (DCA-PAC),  AITN:  P2(X),  APO  San  Francisco,  California 
96515. 

Decentralized  Segments  -  Individual  divisions  of  DCA-PAC 

Categories  of  individuals  covered  by  the  system: 

All  employees  of  DCA-PAC  authorized  to  receipt  for,  have  custo¬ 
dy  of  or  access  to  classified  material  by  level  and  type  of  classifiac- 
tion. 

Categories  of  records  in  the  system: 

Records  include  lists  of  individuals  authorized  to  receipt  for  or 
have  access  to  classified  material,  appointing  letters  as  primary  and 
alternate  custodians,  control  officers,  etc.,  and  other  miscellaneous 
documents. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  from  these  files  is  used  to  determine  who  has  authority 
to  receipt  for  and  maintain  custody  of  classified  material. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  paper  records  stored  in  file  folders 

Retrievability: 

Records  are  filed  by  the  type  of  material  the  individual  is  author¬ 
ized  access. 

Safeguards: 

Records  are  stored  in  locked  vault  or  with  copies  maintained  in 
locked  file  cabinets  in  the  office  of  the  division  to  which  the  file  is 
applicable. 

Retention  and  disposal: 

Records  are  maintained  during  the  period  the  employee  is  author¬ 
ized  access  to  the  particular  material,  then  destroyed. 

System  manageris)  and  address: 

Security  Officer,  Defense  Communications  Agency  Pacific,  APO 
San  Francisco,  California  965 1 5. 

Notification  procedure: 

Requests  from  individuals  should  be  addres.se<l  to  Security  Officer, 
DCA-PAC,  APO  San  Francisco,  California  96515.  The  full  name  of 
the  requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  The  requester  may  visit  the 
Security  Officer,  DCA-PAC,  APO  San  Francisco,  California,  96515, 
to  obtain  information  on  whether  the  system  contains  records  per¬ 
taining  to  him  or  her.  As  proof  of  identity  the  requester  must  present 
a  current  DCA  identification  Badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Security  Officer,  DCA-PAC,  APO  San  Francisco, 
California,  96515.  The  official  mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  the  Defense  Communi¬ 
cations  Agency’s  systems  notice  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  DCA  rules  for  access  to  records  and  for  contesting  contents 
by  the  indivi'tual  concerned  may  be  obtained  from  the  SYSMAN- 
AGER. 

Record  source  categories: 

Information  obtained  from  the  Army,  Navy,  Air  Force,  Civil  Serv¬ 
ice  Commission  filess  or  security  files  of  DCA  Headquarters. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KPAC.03 

System  name: 

420-20  permanent  change  of  station  and  temporary  duty  travel 
order  file. 

System  location: 

Primary  System.  Management  Support  Division,  Headquarters, 
Defense  Communications  Agency  Pacific  (DCA-PAC),  APO  San 
Francisco  96515 

Decentralized  segments:  NCS  PEARL  Harbor,  FPO  San  Francis¬ 
co,  California  96610;  CCPD  WBO,  NAS  Barbers  Point,  FPO  San 
Francisco,  California  96611,  and  appropriate  offices  of  the  Army, 
Navy,  and  Air  Force. 

Categories  of  individuals  covered  by  the  system: 


Those  DCA-PAC  personnel  who  are  required  to  perform  tempo¬ 
rary  travel  and  individuals  who  are  transferred  from  this  headquar¬ 
ters  on  permanent  change  of  station  orders  issued  by  competent 
authority. 

Categories  of  records  in  the  system: 

Records  would  include  copies  of  original  travel  order,  travel 
claims  and  substantiating  documents,  i.e.,  receipts  for  car  rental,  air 
line  tickets,  travel  requests,  laundry  services,  lodging,  records  of 
advance  travel  payments  and  other  miscellaneous  vouchers. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133  (b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Copies  of  temporary  duty  and  permanent  change  of  station  orders 
issued  by  Headquarters,  DCA-PAC  are  used  by  Chief,  Management 
Support  Division  to  obligate  funds  for  payment  of  claims,  obtain 
transportation  requests  and  to  account  for  the  movement  of  assigned 
personnel.  Permanent  change  of  station  orders  are  filed  in  order  to 
forward  mail. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name,  social  security 
number  and/or  order  number. 

Safeguards: 

Records  are  stored  in  file  cabinets  in  offices  locked  during  non¬ 
duty  hours. 

Retention  and  disposal: 

Permanent  change  of  station  and  temporary  duty  orders  issued  by 
Headquarters,  DCA-PAC  are  temporary.  They  are  retained  in  the 
active  files  for  one  year,  held  for  three  additional  years,  then  de¬ 
stroyed.  Permanent  change  of  station  orders  issued  by  other  com¬ 
mands/agencies  are  maintained  for  one  year  and  subsequently  de¬ 
stroyed. 

System  manager(s)  and  address: 

Chief,  Management  Support  Division,  P200,  Headquarters,  DC.A- 
PAC 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Manage¬ 
ment  Support  Division,  P200,  Headquarters,  DCA-PAC.  The  full 
name  of  the  requesting  individual  will  be  required  to  determine  if  the 
system  contains  a  record  about  him  or  her.  The  requester  may  visit 
the  Management  Support  Division,  P2{X),  Headquarters,  DCA-PAC, 
to  obtain  information  on  whether  the  system  contains  records  per¬ 
taining  to  him  or  her.  As  prot>f  of  identity  the  requester  must  present 
a  current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  P2(X),  Head¬ 
quarters,  DCA-PAC.  The  official  mailing  addresses  are  in  the  De¬ 
partment  of  Defense  Directory  in  the  appendix  to  the  Defense  Com¬ 
munications  Agency’s  systems  notice  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  by  the  individual  concerned  may  be  obtained  from  the  SYS- 
MANAGER. 

Record  source  categories: 

Information  supplied  by  Headquarters,  DCA-PAC,  Army,  Navy 
or  Air  Force  as  appropriate  plus  individual  travel  claims  filed  in 
conjunction  with  a  particular  permanent  change  of  station  and  lem- 
porafy  duty  movement. 

Systems  exempted  from  certain  provisions  of  the  act: 


System  location: 

Primary  Sy.stems  Management,  Naval  Communications  Station 
(NCS),  Pearl  Harbor,  FPO  San  Francisco  96610 

Decentralized  segments  -  Individual  Division  of  Defense  Commu¬ 
nications  Agency  Pacific  (DCA-PAC). 

Categories  of  individuals  covered  by  the  system: 


NONE 

KPAC.04 

System  name: 

Time  and  attendance  cards  and  labor  distribution  cards 
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All  civilian  employees  assigned  to  Headquarters.  DCA-PAC. 

Categories  of  records  in  the  system: 

Forms  included  in  this  file  are:  NAVCOMPT  FM  91 1 A  (REV  7- 
55)  and  Labor  Distribution  Card.  I4ND  NSC  5230/28  (9-69). 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual  Supplement  293-11,  Subchapter  57-2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  from  these  files  is  used  to  compute  payrolls,  compute 
the  amount  of  annual/sick  leave  accumulated  and  used  as  set  forth  in 
Civil  Service  Regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  on  paper  cards  maintained  in  file  folders. 

■  Retrievability: 

Files  individually  identified  by  name  and  social  security  number. 

Safeguards: 

Records  are  stored  in  locked  file  cabinets  located  in  offices  locked 
during  non-duty  hours. 

Retention  and  disposal: 

Records  are  maintained  during  the  period  the  employee  is  attached 
to  DCA-PAC,  then  destroyed. 

System  manager(s)  and  address: 

Chief.  Management  Support  Division.  Headquarters,  DCA-PAC, 
APO  San  Francisco,  California  96515. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Manage¬ 
ment  Support  Division,  Headquarters,  DCA-PAC.  The  full  name  of 
the  requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  The  requester  may  visit  the 
Management  Support  Division,  Headquarters,  DCA-PAC,  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requester  must  present  a  current 
DCA  identification  badge  or  a  driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  Headquarters. 
DCA-PAC.  The  official  mailing  addresses  are  in  the  Department  of 
Defense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records- and  for  contesting  con¬ 
tents  by  the  individual  concerned  may  be  obtained  from  the  SYS- 
MANAGER. 

Record  source  categories: 

Records  prepared  from  individual’s  attendance  (duty)  compiled  by 
Headquarters,  DCA-PAC  in  accordance  with  Civil  Service  Commis¬ 
sion  Regulations. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KPAC.05 

S>stem  name: 

403-03  Injury  Records 

System  location: 

Management  Support  Division,  Headquarters.  Defense  Communi¬ 
cations  Agency  Pacific  (DCA-PAC),  APO  San  Francisco,  California 
96515 

Categories  of  individuals  covered  by  the  system: 

Those  DCA-PAC  employees,  both  military  and  civilian,  who  sus¬ 
tain  an  injury  in  the  performance  of  their  duties. 

Categories  of  records  in  the  system: 

Records  would  include  copies  of  investigative  reports  compiled  by 
police,  either  military  or  civilian,  statements  from  witnesses,  medical 
records,  insurance  claims,  and  other  miscellaneous  documents  relat¬ 
ing  to  specific  accident. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133  (b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  maintain  records  on  industrial  safety  and  make  periodic  reports 
to  higher  headquarters. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in.file  folders 

Retrievability: 

Retrieved  by  name  and  social  security  number. 

Safeguards: 

Records  are  stored  in  locked  file  cabinets. 

Retention  and  disposal: 

Records  are  temporary.  They  are  retained  in  active  files  for  one 
year,  held  one  additional  year  and  destroyed. 

System  manageris)  and  address: 

Chief.  Management  Support  Division,  Defense  Communications 
Agenc)  Pacific,  APO  San  Francisco.  California  96515. 

Notification  procedure: 

Request  from  individuals  should  be  addressed  to  Chief,  Manage¬ 
ment  Support  Division,  DCA-PAC,  APO  San  Francisco.  California, 
%51S.  llie  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  Management  Support  Division,  DCA-PAC, 
to  obtain  information  on  whether  the  system  contains  records  per¬ 
taining  to  him  or  her.  As  proof  of  identity  the  requester  must  present 
a  current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Management  Support  Division,  DCA-PAC, 
APO  San  Francisco  96515.  The  official  mailing  addresses  are  in  the 
Department  of  Defense  Directory  in  the  appendix  to  the  Defense 
Communications  Agency’s  systems  notice  and  should  be  referenced 
by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  by  the  individual  concerned  may  be  obtained  from  the  SYS-  . 
MANAGER. 

Record  source  categories: 

Information  supplied  by  the  individual,  witnesses,  investigative  and 
medical  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KSPT.Ol 

System  name: 

Military  Pehsonnel  Management/Assignment  Files 

System  location: 

Military  Personnel  and  Training  Branch.  BI20.  National  Military 
Command  System  Support  Center  (NMCSSC) 

Categories  of  individuals  covered  by  the  system: 

Records  are  maintained  on  military  personnel  of  the  Army.  Air 
Force,  Navy  and  Marine  Corps  currently  assigned  to  the  Defense 
Communications  Agency. 

Categories  of  records  in  the  system: 

Records  contain  qualification  records,  duty  status,  special  orders, 
assignment  actions,  personnel  action  requests,  and  suspense  items  for 
individuals  to  update  Military  Personnel  Record  maintained  by  the 
Military  Department’s  Personnel  Office.  The  category  of  data  main- 
taned  is:  personal  identification,  assignment  history  and  eligibility, 
medical  profile  status  and  military  and  civilian  education  history. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  3012,  6011,  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

NMCSSC  uses  this  information  to  manage  the  military  personnel 
assigned.  The  majority  of  the  information  is  furnished  by  the  Military 
Departments.  This  information  is  used:  to  determine  acceptance/non¬ 
acceptance  for  assignment  to  the  NMCSSC,  to  determine  qualifica¬ 
tions  for  requirements  peculiar  to  the  NMCSSC,  performance  evalua¬ 
tions.  position  manning  reports,  strength  accountability,  data  upon 
which  to  base  individual  requests  for  personnel  actions,  and  bio¬ 
graphical  and  statistical  reports  to  top  NMCSSC  management. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders  and  locked  in  filing  cabinets. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name. 
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Safeguards:  * 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  that  are  properly 
screened,  cleared,  and  their  duties  require  them  to  be  in  the  area 
where  the  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  destroyed  upon  reassignment 
from  this  Agency. 

System  managerts)  and  address:  Chief.  Executive  Support  Oflice, 
Code  BI20,  NMCSSC. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Commander, 
NMCSSC,  BI2IB.  The  full  name,  rank,  and  social  security  number 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  has  a  record  about  the  individual.  The  requestor  may  visit  the 
Military  Personnel  and  Training  Branch,  BI20,  NMCSSC,  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to  the 
individual.  A'^  proof  of  identity  the  requestor  will  present  his  U.S. 
Armed  Forces  Identification  Card. 

Record  access  procedures: 

Contact  the  Commander,  NMCSSC.  The  official  mailing  addresses 
are  in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
Defense  Communications  Agency’s  Systems  Notice  and  should  be 
referenced  by  the  requestor. 

Contesting  record  procedures: 

The  NMCSSC’s  rules  for  access  to  records  and  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSM.ANAGFR 

Record  source  categories: 

Basic  sources  of  data  are  the  .Military  Departments:  Army,  Air 
Force  and  Navy.  Qualification  records  furnished  when  the  individual 
is  nominated  for  .assignment  to  the  NMCSSC.  The  types  of  forms 
that  are  used  as  source  data  arc:  Army  DA  Form  2475-2  (Personnel 
Dala-SIDPERS),  DA  Form  31  (Request  and  .Authority  for  Leave), 
DA  Form  2/2-1  (Qualification  Record),  PERSINCOM  Form  260 
fficcrs  Record  Brief),  Special  Orders;  Air  Force  Al-  Form  47  (Per¬ 
sonnel  Security  Certificate),  AF  Form  298-1  (Career  Brief  Officer), 
AF  Form  1074  (Career  Brief  Enlisted),  AF  Form  173  (Career  Coun¬ 
seling  Record),  AF  Form  899  (Reassignment  Orders),  AF  Form  152/ 
988  (Leave  Forms),  AF  Forms  2095/2096/20‘>7/2098  (Personnel  Ac¬ 
tions  Forms);  Navy  Career  Brief  Officers,  NAVPERS  1070/602  (De¬ 
pendency  Application/  Record  of  Emergency  Data),  Orders, 
OPNAV  Form  5521-429  (Certificate  of  Clearance),  Marine  Corps, 
Career  Brief  All  services  file  letters,  messages  and  general  corre¬ 
spondence,  DA  Form  2496  (Disposition  Form),  relative  to  the  indi¬ 
viduals  assigned  to  the  NMCSSC 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KSPT.02 

System  name: 

Vehicle  Parking  Registration  Card 

System  location: 

Office  of  the  Chief,  Physical  Security  and  Document  Branch, 
B122,  National  Military  Command  System  Supp<srl  Center 
(NMCSSC)/Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system: 

All  civilian  and  military  personnel  assigned  to  NMCSSC  and  who 
register  their  vehicles  for  parking  at  the  Pentagon. 

Civilian  contractor  personnel  assigned  desk  space  at  NMCSSC  and 
who  apply  for  parking  privileges  at  the  Pentagon. 

Categories  of  records  in  the  system: 

This  file  records  name,  address,  office  c«xle,  office  telephone 
number,  and  place  of  employment  of  NMCSSC  personnel. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Physical  Security  and  Document  Branch,  NMCSSC/DCA  -  Infor¬ 
mation  is  used  to  report  to  DoD  the  total  number  of  parking  spaces 
and  itemized  to  show  the  number  used  for  employee  parking;  number 
of  employee  spaces  assigned  to  physically  handicapped  employees; 
number  and  percentage  of  employee  parking  spaces  assigned  to  ex¬ 
ecutive  personnel  and  persons  assigned  unusual  hours. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 


Storage: 

Visible  file  cards  (3x8)  in  metal  file  cabinet 

Retrievahility: 

Filed  alphabetically  by  name  and  parking  status,  that  is.  Handicap 
Area,  Executive  Area,  and  Open  Area. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  who  are  properly 
screened,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal: 

File  cards  are  maintained  during  the  period  of  the  incumbent’s 
assignment,  then  removed  and  destroyed  when  assignment  is  termi¬ 
nated. 

System  manager(s)  and  address: 

Chief,  Physical  Security  and  Document  Branch,  Code  BI22, 
NMCSSC/DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
and  Document  Branch,  Code  B122,  NMCSSC/DCA.  The  full  name 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  contains  a  record  about  him  or  her.  As  pro<vf  of  identity,  the 
requester  must  present  a  current  DCA  identification  badge  or  driv¬ 
er’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Security  and  Document  Control  Branch,  Cixle 
B122,  NMCSSC,  Defense  Communications  Agency,  for  assistance. 
The  mailing  address  is  listed  in  the  organizational  directory  of  the 
Defense  Communications  Agency  published  in  the  Federal  Register 
and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN- 
AGER. 

Record  source  categories: 

Completed  form  filled  out  by  individual 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KWHC.OI 

System  name:  , 

Agency  Training  File  System 

System  location: 

Primary  System-Adjutant,  Defense  Communications  Administra¬ 
tive  Unit  Address  listed  Dt>D  Directory. 

Decentralized  Segements-Defense  Communications  Operations 
Unit,  White  House  Communications  Defense  Communications  Sup¬ 
port  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system: 

Any  military  employee  undergoing  formal,  informal,  on  the  job,  or 
MOS  training. 

Categories  of  records  in  the  sy  stem: 

File  contains  individual  training  cards  and  information  on  training 
progress  and  testing  during  the  course  of  instruction  and  application. 

Authority  for  maintenance  of  the  system: 

5  U.S.  Code  Chapter  41. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Provide  agency  and  individual  training  for  job  efficiency  and  ad¬ 
vancement.  Used  to  increase  efficeincy  and  individual  pnxluction. 
Qualify  individuals  in  all  occupations  and  details  within  agency.  Meet 
service  requirements  for  annual  occupation  testing.  Instill  confidence 
and  motivation  for  self-improvement  and  enhance  promotion  poten¬ 
tial.  Establish  clear  path  for  increase  in  qualification  throughout 
career  development. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  and  cards  in  file  folders. 

Retrievahility: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 
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Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  active  Hie  during 
active  career,  retired  to  service  transfer  point  on  release  from  active 
duty. 

System  manageris)  and  address: 

Adjutant,  Defense  Communications  Administrative  Unit 
(DCAU),Building  94,  Anacostia  Naval  Station,  Washington,  D.C. 
20374. 

NotiHcation  procedure: 

Requests  from  individuals  should  be  addressed  to  Adjutant, 

DCAU,  Anacostia  Naval  Station.  The  full  name  of  the  requesting 
individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DC  A  idenliHcation  badge  or  driver's  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Adjutant, 

DCAU,  Bldg  94,  Anacostia  Naval  Station,  Washington,  D.C.  20374 

W’ritten  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver's  license,  employee  identifica¬ 
tion  or  military  identification  card. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  freyn  the  SYSMANAGER. 

Record  source  categories: 

Application  and  related  forms  from  individual,  performance  tests, 
recommendations,  service  departments,  written  tests,  previous  com¬ 
mands  and  records  custodians.  ^ 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KWHC.02 

System  name: 

Military  Personnel  Files  System 

System  location: 

Primary  System  -  Adjutant,  Defense  Communications  Administra¬ 
tive  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segments  •  Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Communications  Sup¬ 
port  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system: 

All  assigned  or  attached  military  personnel. 

Categories  of  records  in  the  system: 

Files  contain  individual's  enlistment  contract,  MOS  evaluation 
data.  Serviceman  Life  Insurance  Elections,  Emergency  Data,  Record 
of  Induction,  Qualification  Record,  Oath  of  Office,  Recommendation 
for  Promotion,  Medical  Examination,  Retirement  Application,  Cor¬ 
rection  of  Records,  Report  of  Transfer  or  Discharge,  Review  for 
Correction  of  Discharge,  Language  Proficiency,  Police  Records 
Check,  Statement  of  Personal  History,  Application  for  ID  Cards, 
Recommendations  for  Awards,  Awards,  Certificate  of  Security 
Clearance,  Cryptographic  Training  and  Experience  Record,  Defense 
National  Agency  Check  Request,  Oath  of  Enlistment,  CertiHcate  of 
Achievement,  Reports  of  Change  to  Qualification  Record,  In/Out 
Processing  Check  Sheet,  Installation  Clearance  Record,  Hold  Let¬ 
ters,  Personnel  Data  Card,  Assignment,  Waiver  of  Enlistment,  Enlist¬ 
ed  Evaluation  Report,  Change  in  Reporting  Official,  Career  Counsel¬ 
ing  Record,  Training  Upgrade,  Passport  Application,  Letters  of  Rec¬ 
ommendation  and  Appreciation,  Commendation,  Special  Orders, 
TDY  Orders,  Personnel  Action  requests.  Certificates  of  Appreciation 
and  Commendation,  Extension  Certificates,  Officer  Evaluation  Re¬ 
ports,  Application  for  Appointment,  Application  for  Active  Duty, 
Application  for  Social  S^urity  Number,  Suspension  of  Favorable 
Personnel  Action,  Sign  In/Out  Register.  Morning  Reports,  Leave 
Request,  Suspense  File,  Duty  Roster. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  3012,  6011,  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Provide  management  and  control  of  military  personnel  and  moni¬ 
tor  and  assist  in  personnel  actions  affecting  their  entire  career.  Used 


to  classify  and  reclassify  personnel  and  monitor  testing,  assign  and 
reassign  personnel,  process  and  assign  overseas  and  Continental 
United  States  (CONUS),  provide  port  call  instructions,  provide  ros¬ 
ters,  promotion  and  reduction,  training  schooling,  special  assign¬ 
ments,  details,  disciplinary  action  rotation,  Hx  personnel  authoriza¬ 
tion,  determine  authorizations,  submit  personnel  requisitions,  monitor 
utilization,  identify  personnel  for  elimination,  proHciency  testing, 
report  promotion  eligibles,  process  retirement,  enlistments,  branch 
transfers,  extensions,  curtailments,  Awards,  foreign  service  decora¬ 
tions,  special  correspondence,  security  clearance,  photographs,  ap¬ 
pointment,  emergency  leave,  report  casualities,  dependent  travel, 
marriage,  adoption,  readiness  files,  travel  clearance,  passports,  visa, 
service  benifits,  life  insurance,  voting,  control  of  identification  cards 
and  tags,  maintain  historical  record  of  service,  strength,  prepare 
rosters  and  reports  for  personnel  information  systems,  process  incom¬ 
ing  and  out  going  personnel,  prepare  personnel  data  cards,  obtain 
security  clearance.  Transfer  information  to  Department  of  the  Army, 
Air  Force,  and  Navy,  Washington,  D.C.  20310. 

Disclosure  to  investigate  Authorities  on  possible  prosecution 
Action.  Department  of  Service,  Staff  Agencies  and  commands,  to 
coordinate  and  control  and  accomplish  assigned  mission  of  military 
personnel.  Develop  requirements  and  training  of  military  personnel 
world-wide. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  and  cards  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  active  file  during 
active  career,  retired  to  service  transfer  point  on  release  from  active 
duty. 

System  manager(s)  and  address: 

Adjutant,  Defense  Communications  Administrative  Unit  (DCAU), 
Building  94,  Anacostia  Naval  Station,  Washington,  D.C.  20374. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Adjutant, 
DCAU,  Anacostia  Naval  Station.  The  full  name  of  the  requesting 
individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  Defense  Communications  Agency  identification 
badge  or  a  driver’s  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Adjutant, 
DCAU,  Bldg  94,  Anacostia  Naval  Station,  Washington,  D.C.  20374. 

Written  Request  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers  license,  employee  identifica¬ 
tion  or  military  identification  card. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Application  and  related  forms  from  the  individuals,  service  depart¬ 
ments,  Defense  investigative  service,  previous  commands.  Federal 
and  State  Agencies  and  records  custodians. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KWHC.03 

System  name: 

Personnel  Locator  File  System 

System  location: 

Primary  System-Adjutant,  Defense  Communications  Administra¬ 
tive  Unit  Address  list^  DoD  Directory. 

Decentralized  S^ements-Defense  Communications  Operations 
Unit,  White  House  ^mmunications.  Defense  Communications  Sup¬ 
port  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system: 
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All  assigned,  attached  or  controlled  personnel. 

Categories  of  records  In  the  system: 

Files  contain  individual  information  categories  of  states,  occupa¬ 
tion,  MOS,  marital  status,  dependents,  active  service  dates,  separa¬ 
tion,  rank,  home,  telephone,  duty  title,  station,  home  of  record,  unit, 
emergency  contact  and  location,  and  rotation. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Provides  individual  and  supervisors  a  purely  internal  management 
tool  designed  to  be  used  when  individuals  do  not  have  immediate 
access  to  military  personnel  files.  Used  for  Emergency  location  and 
notification  of  personnel  under  unusual  circumstances.  Used  in 
normal  notification  and  forwarding  of  information,  messages  and 
mail.  Used  in  event  of  loss  of  individual  military  records  and  in 
preparation  of  recommendations  for  promotion,  awards,  reduction, 
discipline  and  personnel  actions.  Used  on  leave  approval,  travel, 
enlistments,  training  and  security  clearances. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  and  cards  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  retained  during  individual  assignment  and  destroyed 
upon  transfer. 

System  manager(s)  and  address: 

Adjutant,  Defense  Communications  Administrative  Unit  (DCAU), 
Building  94,  Anacostia  Naval  Station,  Washington,  D  C.  20374. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Adjutant, 

DCAU,  Anacostia  Naval  Station.  The  full  name  of  the  requesting 
individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DCA  identification  badge  or  driver’s  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Adjutant, 

DCAU,  Building  94,  Anacostia  Naval  Station,  Washington,  D.C. 
20374. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
identification  or  military  identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Militaiy  Personnel  Files  and  individual  submission. 

Systems  exempted  from  certain  provisions  of  the  act. 

NONE 

KWHC.04 

System  name: 

Military  Financial  File  System. 

System  location: 

Primary  System  -  Adjutant,  Defense  Communications  Administra¬ 
tive  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segements  -  Defense  Communications  Operations 
Unit,  While  House  Communications,  Defense  Communications  Sup¬ 
port  Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system: 

All  a.ssigncd  or  attached  military  personnel 

Categories  of  records  in  the  system: 

File  contains  individual’s  military  pay  records,  substantiating  docu¬ 
ments,  such  as  certificates  for  deduction’s  and  retained  pay  orders, 
records  of  travel  and  dislocation  pay,  record  data  folder,  miscella¬ 


neous  vouchers,  leave  records,  witholding  exemption  certificate,  ci¬ 
vilian  clothing  voucher  and  various  collection  vouchers. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  13.3(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Maintain  historical  record  of  all  pay.  Administer  military  pay  and 
allowance  in  a  accurate  and  legal  manner.  Provide  maximum  bene¬ 
fits,  provide  input  data,  substantiate  pay,  process  morning  reports, 
provide  pay  allowances,  provide  income  tax  information,  referrals  to 
Department  of  Justice  and  DoD,  prompt  processing  miscellaneous 
pay,  post  travel  cards,  audit  leave  record,  process  adjustments,  notice 
of  excemptions  and  levy,  provide  copys  to  individual,  verify  V'A 
benefits,  audits,  re-emburse  travel,  maintain  accuracy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  and  cards  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  active  file  during 
active  career,  retired  to  service  transfer  pi>int  on  release  from  active 
duty. 

System  manager(s)  and  address: 

Adjutant,  Defense  Communications  Administrative  Unit  (DCAl^). 
Building  94,  Anacostia  Naval  Station,  Washington,  D  C.  20370 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Adjutant. 

DCAU,  Anacostia  Naval  Station.  The  full  name  of  the  requesting 
individual  will  be  required  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  nnist 
present  a  current  DCA  identification  badge  or  driver’s  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Adjutant. 

DCAU,  Bldg  94,  Anacostia  Naval  Station,  Washington.  D  C.  20374. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  shoiild  be  able  to  provide  st>nie 
acceptable  identification,  that  is,  driver’s  license,  employee  identifica¬ 
tion  or  military  identification  card. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determiations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Application  and  related  forms  from  the  individual  requesting  pay 
action,  service  departments  and  command  document,  state  and  feder¬ 
al  agencies  and  records  custodians,  birth  certificates,  marriage  li¬ 
censes,  previous  employees,  and  financial  institutions. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KWHC.05 

System  name: 

Personnel  Information  System 

System  location: 

Primary  System  -  Adjutant,  Defense  Communications  Administra¬ 
tive  Unit.  Address  listed  DoD  Directory. 

Decentralized  Segements-Defense  Communications  Operations 
Unit,  White  House  Communications,  Defense  Communications  Sup¬ 
port  Unit.’  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system: 

All  a.ssigned  or  attached  personnel 

Categories  of  records  in  the  system: 

Files  contain  individual  information  categories  of  procurement, 
positions,  duty,  hold,  location,  address,  suspense  actions,  passports, 
separation,  birthdays,  service  badges,  medal  eligibility,  survivor  bene¬ 
fits,  promotion,  photographs,  physicals,  projected  loss,  orders,  V.OS 
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testing,  inforniation  change,  rotation,  state,  age  dependents,  travel 
and  duty  status  change. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Provide  verification  and  notification  to  individual  on  accuracy  of 
military  personnel  file.  Used  to  verify,  correct  and  update  procure¬ 
ment  summaries,  locator  files,  address,  suspense  items,  passports,  sep¬ 
aration  dates,  service  badge  eligibility,  m^al  eligibility,  clothing  al¬ 
lowance  eligibility,  survivor  benefits,  promotion  eligibility,  photo¬ 
graph  and  physical  completion,  personnel  Tosters,  loss  reports,  refer¬ 
ral  to  Justice  Department  and  OoD,  issuance  of  orders,  MOS  testing, 
notification  change  and  new  dependents.  Used  by  individual  to  insure 
accuracy  of  Agency  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  S}  stem: 

Storage: 

Paper  records  and  cards  in  file  folders. 

Retrievability: 

Filed  by  information  category. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  destroyed  after  verification  by  individual  and  posting 
in  military  personnel  files. 

System  managers)  and  address: 

Adjutant,  Defense  Communications  Administrative  Unit,  Building 
94,  Anacostia  Naval  Station,  Washington,  D.c.  20374. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Adjutant,  defense 
Communications  Administrative  unit,  anacostia  Naval  Station.  The 
full  name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  proof  of  identity, 
the  requester  must  present  a  current  DCA  identification  badge  or 
driver’s  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Adutant,  Defense 
Communications  Administrative  Unit  ,  Building  94,  Anacostia  Naval 
Station.  Washington,  D.C.  20374. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category  of 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employee  identifica¬ 
tion  or  military  identification  card.  ' 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Military  Personnel  File,  application  from  individual,  service  de¬ 
partments,  previous  commands.  Federal  and  State  Agencies  and 
record  custodians. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KWHC.06 

System  name: 

Personnel  Security  Files 

System  location: 

Primary  System-Adjutant,  Defense  Communications  Administra¬ 
tive  Unit.  Address  list^  DoD  Directory. 

Decentralized  Segments-Defense  Communications  Operations  Unit, 
W’hite  House  Conimunications,  Defense  Communications  Support 
Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system: 

Active  duty  military  personnel,  DoD  Civilian  employees,  and 
DoD  Contractor  Personnel  nominated  and  approved  for  assignment 
to  the  White  House  Communications  Agency  (WHCA). 

Categories  of  records  in  the  system:  Files  contain  individual  nomi¬ 
nations  for  assignment  to  the  WHCA.  Files  include  retained  copies  of 
individuals’  Statements  of  Personal  History;  periodic  updates  of  state¬ 


ment  of  personal  history  data;  individual  building  pass  and  identifica¬ 
tion  security  badge  requirements;  security  briefing  certificates;  re¬ 
ports  of  involvements  in  accidents  and  incidents;  retained  copies  of 
application  for  off-duty  employment;  notification  of  security  clear¬ 
ance  indoctrination/debriefing;  notification  of  completion  of  spouse 
National  Agency  Checks;  individual  certificates  of  clearances;  per¬ 
sonal  interview  results. 

Authority  for  maintenance  of  the  system: 

E.xecutive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Nomination  files  for  assignment  to  WHCA  are  initiated  to  transmit 
completed  background  investigations  to  the  following  activities  (in 
the  order  listed): 

The  Office  of  the  Special  Assistant  to  the  Secretary  and  Deputy 
Secretary  of  Defense. 

The  Office  of  the  Military  Assistant  to  the  President. 

The  Staff  Assistant  for  Security,  Office  of  the  Counsel  to  the 
President; 

Special  Agent  in  Charge,  Technical  Security  Division,  United 
States  Secret  Service. 

Nomination  files  are  used  to  evaluate  the  background,  character, 
and  qualifications  of  persons  for  assignment  to  the  agency. 

Statements  of  Personal  History,  as  well  as  the  periodic  update  of 
personal  history  data,  is  used  to  furnish  the  Defense  Communications 
Agency,  the  White  House  Office,  and  other  Federal  Agencies  per¬ 
sonal  data  on  applicants  for  assignment  or  duty  with  the  agency. 
Statements  of  Personal  History  serve  as  the  basis  for  initiation  of 
background  investigations  and  assessing  the  eligibility  of  individual 
for  special  access  programs. 

Individual  pass  and  security  identification  requirements  records  are 
collected  to  control  or  limit  access  of  personnel  to  sensitive  facilities. 

Individual  reports  oL  involvements  in  accidents  or  incidents  are 
used  to  monitor  the  security  and  security-related  conduct  of  person¬ 
nel  who  are  assigned  to  a  Presidential  support  activity  and  who  have 
access  to  classified  information. 

Individual  requests  for  approval  of  off-duty  employment  of  active 
duty  military  personnel.  The  formal  request  documents  that  a  deter¬ 
mination  has  been  made  that  the  off-duty  employment  does  not 
involve  any  conflict  of  interest. 

Retained  copies  of  notiflcations  of  the  indoctrination  of  personnel 
for  various  security  clearances  and  special  access  programs.  Notifica¬ 
tions  are  used  to  insure  that  only  properly  indoctrinated  personnel 
are  permitted  access  to  these  security  clearances  and  programs. 

Retained  copies  of  correspondence  advising  the'  Commander, 
Naval  Support  Facility,  Camp  David,  Maryland,  of  the  completion 
of  a  National  Agency  Check  on  the  spouses  of  WHCA  personnel 
assigned  to  Camp  David.  Notifications  are  used  as  the  basis  for  the 
preparation  of  access  lists  to  Camp  David. 

Individual  certificates  of  security  clearances  issued  by  the  Defense 
Communications  Agency.  These  certify  that  personnel  assigned  to 
the  agency  have  met  ail  requirements  for  access  to  classified  material. 

Interview  notes  dealing  with  the  personal  interview  of  individuals 
tentatively  accepted  for  assignment  to  the  White  House  Communica¬ 
tions  Agency,  pending  completion  of  the  bakcground  investigation. 
Notes  are  used  to  assess  the  overall  qualifications  of  personnel  tenta¬ 
tively  selected  for  assignment  to  the  agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  , 

Paper  records  and  cards  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  active  status  during 
period  of  access  and  retired  to  records  storage  facility. 

System  managers)  and  address: 

Adjutant,  Defense  Communications  Administrative  Unit,  Building 
94,  Anacostia  Naval  Station,  Washington,  D.C.  20374. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Adjutant,  De¬ 
fense  Communications  Administrative  Unit  (DCAU)  Anacostia 
Naval  Station.  The  full  name  of  the  requesting  individual  will  be 
required  to  determine  if  the  system  contains  a  record  about  him  or 
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her.  As  proof  of  identity,  the  requestor  must  present  a  current  De¬ 
fense  Communications  Agency  (DCA)  identification  badge  or  driv¬ 
er’s  license,  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Adjutant, 
(DCAU),Bldg  94,  Anacostia  Naval  Station,  Washington,  D.C.  20374 

Written  requests  for  information  should  contain  the  full  name  of 
the  idividual,  current  address  and  telephone  number  and  category 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver's  license,  employee  identifica¬ 
tion  or  military  identification  card. 

Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Statements  of  Personal  History  and  related  personal  information 
forms  and  reports  from  each  individual;  Notification  of  personal 
(security)  clearance  from  the  Defense  Communications  Agency  and 
other  appropriate  Federal  Agencies;  incident  and  accident  reports 
from  the  investigating  agency. 

Card  files  are  originated  in  the  Security  Office,  White  House 
Communications  Agency,  extracting  pertinent  information  from  the 
Statement  of  Personal  History  and  related  personal  information  forms 
which  the  individual  provides. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

KWHC.07 

System  name: 

Agency  Access/Pass  File  System 

System  location: 

Primary  System  -  Adjutant,  Defense  Communications  Administra¬ 
tive  Unit.  Address  listed  E>oD  Directory. 

Decentralized  Segments-Defense  Communications  Operations  Unit, 
White  House  Communications,  Defense  Communications  Support 
Unit.  Address  listed  in  DoD  Directory. 

Categories  of  individuals  covered  by  the  system: 

Assigned  and  attached  personnel,  contractors,  visitors  and  civilian  • 
employees,  whose  trustworthiness  has  been  established  (in  accord¬ 
ance  with  appropriate  regulations),  who  applies  for  and  are  granted 
access  to  classified  records,  sites,  equipment,  containers,  or  areas 
within  agency's  scope  of  responsibilities. 

Categories  of  records  in  the  system: 

File  contains  registers  for  recording  pertinent  information  on  per¬ 
sons  authorized  entry  or  access  to  classified  records,  sites,  equipment, 
containers  and  areas. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  r:itego- 
rics  of  users  and  the  purposes  of  such  uses: 

Used  to  record  names,  signatures  and  identity  of  those  authorized 
access. 

Used  to  obtain  and  grant  clearance  or  extension  of  clearance  for 
access  to  classified  information,  equipment,  sites  or  containers.  Used 
to  prevent  unauthorized  access  or  disclosure  of  classified  material  or 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  and  cards  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  ast  name  of  individual. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  active  status  during 
period  of  access  and  retired  to  records  holding  facility. 

System  managcr(s)  and  address: 

adjutant.  Defense  Communications  Administrative  unit  (DCAU) 
Bldg  94  Anacostia  Naval  Station,  Washington,  D.C.  20374 

Notification  procedure: 


Requests  from  individuals  should  be  addressed  to 
Adjutant,(DCAU)  Anacostia  Naval  Station.  The  full  name  of  the 
rquesting  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  As  proof  of  identity,  the  requestor 
must  present  a  current  DCA  identification  badge  or  driver’s  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Adjutant 
(DCAU)  Bldg  94,  Anacostia  Naval  Station,  Washington,  D.C.  20374 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  category  of 
information  requested. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  a  driver's  license,  employee  identifi¬ 
cation  or  military  identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Application  and  related  forms  from  the  individual  requesting 
access,  personnel  security  clearance  from  Defense  Investigative  Serv¬ 
ice,  service  staffs,  commands  and  other  Federal  agencies.  Records 
custodians. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 


K105.01 

System  name: 

208. 10  Confidential  Statement  of  Employment  and  Financial  Inter¬ 
est. 


System  location: 

Office  of  the  Counsel,  Headquarters,  Defense  Communications 
Agency  (DCA),  Code  105. 

Categories  of  individuals  covered  by  the  system: 

Those  DCA  military  personnel,  on  duty,  in  the  rank  of  Lieutenant 
Colonel,  Commander,  or  above  and  those  DCA  civilian  personnel, 
on  duty,  in  the  grade  of  GS-13  and  above  whose  duties  require  them 
to  exercise  judgment  in  actions  relating  to  contracting  or  procure¬ 
ment. 


Categories  of  records  in  the  system: 

The  completed  DD  Form  1555,  'Confidential  Statement  of  Em¬ 
ployment  and  Financial  Interests  -  Department  of  Defense  Person¬ 
nel’;  lists  of  those  DCA  employees  who  must  fill  out  the  form.  The 
responsibility  for  determining  the  list  of  which  employees  must  fill 
out  the  form  is  vested  in:  (1)  the  Director,  DCA,  for  the  Office  of 
the  Director;  (2)  the  Deputy  Director.s  the  Comptroller,  and  the 
Assistants  to  the  Director  for  Administration  and  Personnel  for  their 
respective  organizations;  (3)  the  Chairman  or  Chief  responsible  irrdi- 
vidual  for  source  selection  boards,  committees,  etc.,  or  bid  or  propos¬ 
al  evaluation  groups,  formally  designated;  and  (5)  the  Chief  of  Staff, 
Headquarters,  DCA,  for  any  other  positions  not  covered  in  (1) 
through  (4)  above. 

Authority  for  maintenance  of  the  system: 

18  U.S.  Code  208. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  Counsel,  DCA.  To  assure  that  the  applicable  DCA  per¬ 
sonnel  refrain  from  any  private  business  or  prof^essional  activity  or 
refrain  from  having  any  direct  or  indirect  financial  interest  which 
would  put  them  in  a  position  where  there  is  a  conflict  between  their 
private  interest  and  the  public  interests  of  the  United  States,  particu¬ 
larly  those  related  to  their  duties  and  responsibilities  as  DCA  person¬ 
nel.  And  even  though  a  technical  conflict  may  not  exist,  the  Counsel, 
DCA,  must  a.ssure  that  DCA  personnel  avoid  the  appearance  of  such 
a  conflict  from  a  public  confidence  point  of  view.  The  resolution  of  a 
conflict  or  appearance  of  a  conflict  may  be  accomplished  by  one  or 
more  means,  such  as  changes  in  assigned  duties,  divestment  of  a 
conflicting  interest,  disqualification  for  a  particular  a.ssignment,  disci¬ 
plinary  action,  or  criminal  action.  A  DCA  employee  who  falls  within 
the  applicable  categories  will  have  his  OF8  (the  covering  form  with 
his  position  description)  stamped  with  the  notation,  'Requires  confi¬ 
dential  statement  of  employment  and  financial  interest  .  as  required 
by  DoD  Directive'  5500.7’. 

DCA  Management  -  To  review  where  there  is  an  unresolved 
conflict  of  interest  and  an  adverse  action  is  to  be  taken. 

Department  of  Justice  -  To  review  where  there  is  an  unresolved 
conflict  of  interest  and  a  criminal  action  is  contemplated 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  Hie  folders 

Retrievability: 

Information  is  accessed  and  retrieved  by  name  and  organizational 
assignment. 

Safeguards: 

Building  employs  security  guards.  Records  are  stored  in  locked 
safe  and  are  accessible  only  to  the  Office  of  Counsel,  DCA. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  in  an  active  file 
until  end  of  fiscal  year,  then  held  one  additional  year  in  an  inactive 
file  and  subsequently  destroyed. 

System  manageris)  and  address: 

Counsel,  Code  lOS,  Headquarters.  DCA 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Counsel, 
DCA,  Code  lOS.  The  full  name  and  organizational  assignment  of  the 
requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  The  requester  may  visit  the 
Office  of  Counsel,  DCA,  Code  105,  to  obtain  information  on  whether 
the  system  contains  records  pertaining  to  him  or  her.  As  proof  of 
identity  the  requester  must  present  either  a  current  DCA  identifica¬ 
tion  badge  or  a  driver's  license. 

Record  access  procedures: 

Contact  Counsel,  DCA,  Code  105.  The  mailing  address  is  listed  in 
the  organizational  directory  of  the  Defense  Communications  Agency 
published  in  the  Federal  Register  and  should  be  referenced  by  the 
requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Completed  DD  Form  1555  supplied  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K107.01 

System  name: 

Investigation  of  Complaint  of  Discrimination 

System  location: 

Office  of  the  Director  of  Equal  Employment  Opportunity,  Head¬ 
quarters,  Defense  Communications  Agency  (DCA)  (Code  107), 
Wa.shington,  D.C. 

Categories  of  individuals  covered  by  the  system: 

Employees  of,  or  applicants  for  employment  with,  DCA  who  have 
filed  formal,  written  complaints  alleging  that  they  had  been  discrimi¬ 
nated  against. 

Categories  of  records  in  the  system: 

Signed  affidavits;  copies  of  personnel  documents;  copies  of  official 
personnel  promotion  records;  report  of  investigator;  EEO  Counsel¬ 
or's  report;  inter-office  memoranda;  employee's  complaint  of  discrim¬ 
ination;  employee  career  appraisal  reports;  letters  from  complainant’s 
representative. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual.  Part  713,  'Equal  Opportunity.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Director  of  Equal  Employment  Opportunity  in 
making  a  recommendation  to  the  Director,  £>CA  regarding  the  for¬ 
mulation  of  a  finding  with  regard  to  whether  or  not  a  complaining 
employee  has  been  di.scriminated  against. 

The  Director,  DCA  also  examines  the  system  in  writing  his  deci¬ 
sion. 

Civil  Service  Commission’s  Appeal  Review  Board  uses  file  if 
appeal  is  filed  with  the  Board. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Stored  in  file  folders  in  locked  file  cabinet. 

Retrievability: 

Retrieved  by  the  name  of  the  complaining  employee  or  applicant. 


Safeguards: 

Building  employs  security  guards.  Files  locked  in  file  cabinet.  No 
one  has  direct  access  except  for  the  Director,  Equal  Employment 
Opportunity. 

Retention  and  disposal: 

Record  is  retained  until  three  years  after  a  final  decision  in  the 
complaint  involved  and  retired  to  the  Washington  National  Records 
Center. 

System  manageris)  and  address: 

Director,  Equal  Employment  Opportunity,  DCA  (Code  lOT), 
Washington,  D.C.  20305. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Director  of 
Equal  Employment  Opportunity,  Headquarters,  DCA,  Code  107. 
The  individual’s  full  name  and  organization  will  be  required  to  deter¬ 
mine  if  the  system  contains  a  record  about  him  or  her.  The  requester 
may  visit  the  Office  Equal  Employment  Opportunity,  Headquarters, 
DCA,  Code  107,  to  obtain  information  on  whether  the  system  con¬ 
tains  records  pertaining  to  him  or  her.  Proof  of  identity  will  be  by 
presentation  of  current  DCA  identification  badge  or  a  driver’s  li¬ 
cense. 

Record  access  procedures: 

Contact  the  Director  of  Equal  Employment  Opportunity,  Head¬ 
quarters,  DCA,  Code  107,  for  assistance  in  this  regard.  The  mailing 
address  is  listed  in  the  organizational  directory  of  the  Defense  Com¬ 
munications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  Determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Previous  employers  and  supervisory  officials;  present  supervisor; 
present  and  previous  co-workers;  officials  in  personnel  office;  person¬ 
nel  records;  payroll  records;  promotion  files;  and  training  and  educa¬ 
tion  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE  . 

K232.01 

System  name: 

Travel  Orders  Records  System 

System  location:* 

Services  Branch,  Code  232,  and  Travel  Branch,  Code  234,  Head¬ 
quarters,  Defense  Communications  Agency  (DCA).  Decentralized 
!^gments:  Defense  Communications  Engineering  Center  Administra¬ 
tive  Offices,  Code  R120;  Defense  Communications  Operations 
Center,  Allocations  and  Engineering  Division,  Code  N230. 

Categories  of  individuals  covered  by  the  system: 

Those  DCA  military  and  civilian  personnel  who  have  performed 
official  travel  in  connection  with  DCA  business  or  employment. 

Categories  of  records  in  the  system: 

Records  in  the  system  would  cover  authorized  official  travel  for 
civilian,  military,  and  contractor  personnel  and  be  comprised  of 
travel  orders,  transportation  requests,  commercial  carrier  transporta¬ 
tion  and  excess  baggage  tickets,  travel  advance  vouchers,  records  of 
travel  claims  and  payments,  DD  Form  1056,  Authorization  to  Apply 
for  a  'No  Fee’  Passport.  Also  supporting  documentation  including 
messages,  correspondence,  and  coordination  papers.  Data  in  the 
system  would  include  names,  social  security  numbers,  office  assign¬ 
ments,  rank/grade,  DCA  office  code  number,  DCA  telephone 
number,  home  addresses,  transportation  and  per  diem  allowances  and 
actual  amounts  paid,  and  itineries. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Jsed  by  personnel  in  the  Services  Branch,  Code  232,  and  person¬ 
nel  in  the  Travel  Branch,  Code  234,  Headquarters,  DCA,  in  main¬ 
taining  appropriate  and  accountable  records  for  individuals  perform¬ 
ing  official  travel  on  DCA  business  and  to  ensure  individual  travel 
advances  are  liquidated. 

Eligible  records  are  forwarded  to  the  Department  of  Justice  for 
possible  prosecution  for  fraud. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 
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Storage: 

Records  are  stored  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  the  name  of  the  individu¬ 
al. 

Safeguards:  “ 

Building  employs  security  guards.  Records  are  kept  in  security  Tile 
(MP  combination  lock)  and  are  accessible  only  to  authorized  person¬ 
nel  that  are  properly  screened,  cleared  and  their  duties  require  them 
to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal: 

Records  maintained  in  the  Travel  Branch,  Code  234  are  not  per¬ 
manent.  They  are  retained  in  active  Tile  until  travel  advances  are 
liquidated  and  then  transferred  to  completed  files  and*  held  for  one 
fiscal  year  and  subsequently  retired  to  the  appropriate  Washington 
National  Records  Center. 

Records  maintained  in  the  Services  Branch,  Code  232,  are  retained 
for  two  years,  then  destroyed.. 

System  managerfs)  and  address: 

Chief,  Supply  and  Services  Division,  Code  230,  Headquarters, 
DCA.  Decentralized  Segment  -  Chief,  Management  Services  Office, 
Defense  Communications  Engineering  Center,  Code  R120. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Supply 
and  Services  Division,  Code  230,  Headquarters,  DCA.  The  full  name 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  contains  a  record  about  him  or  her.  The  requestor  may  visit 
the  Services  Branch,  Code  232,  Headquarters,  DCA,  to  obtain  infor¬ 
mation  whether  the  system  contains  records  pertaining  to  him  or  her 
for  local  travel.  For  other  than  local  travel,  the  requester  may  visit 
the  Travel  Branch,  Code  234,  Headquarters,  DCA,  to  obtain  infor¬ 
mation  on  whether  the  system  contains  records  pertaining  to  him  or 
her.  In  either  instance,  as  proof  of  identity,  the  requestor  must  pres¬ 
ent  either  a  current  DCA  identification  badge  or  a  driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Supply  and  Services  Division,  Code  230,  Head-  ‘ 
quarters,  DCA.  The  official  mailing  addresses  are  in  the  Department 
of  Defense  Directory  in  the  appendix  to  the  Defense  Communica¬ 
tions  Agency’s  systems  notice  and  should  be  referenced  by  the  re¬ 
questor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Names  and  other  personnel  information  on  those  individuals  in  the 
system  are  obtained/gathered  from  authorized  and  approved  travel 
orders  issued  to  the  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K232.02 

System  name: 

Injury  Record  File 

System  location: 

Services  Branch,  Code  232,  Headquarters,  Defense  Communica¬ 
tions  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system: 

Those  DCA  civilian  employees  who  are  treated  for  an  occupation¬ 
al  injury  or  illness  by  the  Dispensary  located  on  the  Headquarters 
DCA  Compound. 

Categories  of  records  in  the  system: 

Records  in  the  system  are  Injury  Records,  Civilian  Employee 
Health  Service  (CEHS)  Form  CH-4  (Rev  10  Jun  64)  which  shows 
the  date  form  was  completed,  name  of  employee  injured,  the  Depart¬ 
ment,  Agency,  Branch,  building,  room  and  telephone  numbers,  date 
and  time  of  injury,  brief  description  of  injury,  disposition  of  case  and 
the  signature  of  the  CEHS  representative  submitting  the  report. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  personnel  in  the  Services  Branch,  Code  232,  Headquar¬ 
ters,  DCA,  to  ensure  that  causes  of  occupational  injuries  or  illnesses 
are  corrected.  Also  serves  as  a  tickler  file  to  ensure  that  a  more 


detailed  report  (Employees  Compensation  Forms  CA  1  and  2)  are 
due  in  from  the  employee. 

After  screening  the  CA  1  and  2,  they  are  forwarded  to  the  Civilian 
Personnel  Division,  Code  720,  Headquarters,  DCA,  for  file  in  official 
file  folder. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  a  S’  x  8’  card  file  box. 

Retrievability: 

Information  is  accessed  and  retrieved  by  the  name  of  the  individual 

Safeguards: 

Building  employes  security  guards.  Records  are  kept  in  security 
file  (MP  combination  lock)  and  are  accessible  only  to  authorized 
personnel  that  are  properly  screened,  cleared,  and  their  duties  require 
them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal:  Records  are  not  permanent.  They  are  re¬ 
tained  for  two  years  following  the  date  of  execution,  at  which  time 
they  are  destroyed. 

System  manageris)  and  addre»: 

Chief,  Supply  and  Services  Division,  Code  230,  Headquarters, 
DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Supply 
and  Services  Division,  Code  230,  Headquarters,  DCA.  The  full  name 
of  the  requesting  individual  will  be  required  to  determine  if  the 
system  contains  a  record  about  him  or  her.  The  requester  may  visit 
the  Services  Branch,  Code  232,  Headquarters,  DCA,  to  obtain  infor¬ 
mation  on  whether  the  system  contains  records  pertaining  to  him  or 
her.  As  proof  of  identity,  the  requester  must  present  either  a  current 
DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Supply  and  Services  Division,  Code  230,  Head¬ 
quarters,  DCA.  The  official  mailing  addresses  are  in  the  Department 
of  Defense  Directory  in  the  appendix  to  the  Defense  Communica¬ 
tions  Agency’s  systems  notice  and  should  be  referenced  by  the  re¬ 
quester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

The  CEHS  Representative  operating  the  Dispensary  located  on  the 
Headquarters,  DCA  Compound. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K240.01 

System  name: 

Personnel  Security  Investigative  Dossier  File  (FSIDF) 

System  location: 

Office  of  the  Chief,  Security  Division,  Code  240,  Headquarters, 
Defense  Communications  Agency  (DCA).  Decentralized  Segment  - 
Security  Branch,  Defense  Communications  Engineering  Center, 
Code  R121. 

Categories  of  individuals  covered  by  the  system: 

This  file  includes  individual  personnel  security  investigative  dos¬ 
siers  on:  U.S.  military  personnel  who  have  been  selected  for  assign¬ 
ment  to,  are  now,  or  have  been  assigned  to  the  DCA;  U.S.  Govern¬ 
ment  civilian  personnel  who  are  being  processed  for  employment,  are 
now  or  have  been  employed  by  the  DCA;  U.S.  military  or  civilian 
personnel  who  are  being  processed  for,  or  have  been  granted,  access 
to  sensitive  compartmented  information  (SCI)  by  the  DCAat  the 
request  of  their  parent  organization;  industrial  employees  who  are 
performing,  expect  to  perform,  or  have  performed  duties  under  DCA 
SCI  cognizance  as  a  result  of  a  U.S.  Government  contract;  or  per¬ 
sonnel  who  are  or  have  been,  affiliated  with  the  DCA. 

Categories  of  records  in  the  system: 

File  contains  individual  personnel  security  investigative  dossiers. 
Individual  dossiers  may  contain  submissions  by  the  individual  such  as 
Statement  of  Personal  History /personnel  security  questionnaire,  ap¬ 
propriate  release  statements  and  related  personal  documentation,  i.e., 
educational  diplomas,  marriage  and  divorce  records,  etc.;  information 
obtained  as  a  result  of  a  National  Agency  Check,  investigative  action 
and/or  volunteer  sources.  Information  may  consist  of  acquisitions 
from  listed  or  developed  character  references,  co-workers,  supervi- 


74464 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


sors,  present  and  past  employers,  financial  or  trade  institutions,  credit 
bureaus,  personnel  of  the  legal,  medical,  educational  or  religious 
professions,  educational  institutions,  present  and  former  neighbors, 
courts,  U.S.  federal,  state  or  local  agencies  and  departments;  foreign 
law  agencies,  private  investigative  sources,  active  and  retired  U.S. 
military  or  civilian  personnel  records,  interview  of  the  individual,  his 
spouse,  relatives  or  associates,  fingerprint  identification  check.  This 
information  normally  covers  the  period  of  the  individual's  life  for  a 
fifteen  year  period  immediately  preceding  the  investigation  or  from 
the  date  of  his  eighteenth  birthday.  However,  if  derogatory  informa¬ 
tion  is  developed  or  if  the  individual  has  a  long  tenure  of  U.S. 
Government  service,  the  file  may  cover  a  greater  period  of  time; 
information  on  the  individual's  spouse,  relatives  or  associates;  corre¬ 
spondence  between  the  individual  and  DCA  or  other  U.S.  Govern¬ 
ment  activity  or  correspondence  related  to  the  individual  between  his 
employer,  organization  of  assignment  and  DCA  (Code  240)  or  other 
U.S.  Government  activity;  correspondence  related  to  National 
Agency  Checks,  investigations,  evaluations,  clearance  or  special  ac¬ 
cesses  for  the  individual;  certificates  of  clearance,  security  determina¬ 
tion  or  special  access  authorizations  and  terminations  thereof;  con¬ 
tent,  adjudicative  and  clearance  action  sheets;  certificates  of  release 
or  review  of  personnel  security  investigative  dossiers;  results  of 
review  of  personnel  and/or  medical  files;  photographic  likeness  with 
identifying  data  such  as  name. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  collected  and  used  for  the  purposes  of  determining 
the  suitability,  eligibility  or  qualification  of  personnel  previously  de¬ 
fined  for  assignment,  employment  or  qualification  for  access  to  var¬ 
ious  levels  of  U.S.  Government  classified  and  sensitive  compartment- 
ed  information  and  to  certify  clearances  and  accesses  as  required. 

Counterintelligence  and  Security  Division  (DIA):  The  personnel 
security  investigative  dossier  for  each  individual  previously  defined 
who  has,  or  had,  a  valid  requirement  for  access  to  compartmented 
intelligence  information  is  review^  to  determine,  for  the  responsible 
United  states  Intelligence  Board  Member,  the  individual's  eligibility 
for  such  access. 

Any  component  or  official  of  the  U.S.  Government  having  estab¬ 
lished  a  need-to-know:  Used  as  a  basis  for  gaining  access  to  classified 
information  upon  reassignment  employment,  etc.. 

Also  releas^  to  law  enforcement  and  investigatory  authorities  of 
the  U.S.  Government  for  conduct  of  official  investigations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records.  Microfiche,  in  file  folders;  ADP  cards  or  magnetic 
tapes. 

Retrievabiiity: 

Information  is  retrieved  by  the  individual's  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  areas 
accessible  only  by  authorized  personnel  that  are  properly  cleared  and 
trained.  Records,  during  non-duty  hours,  arc  additionaly  protected 
by  storage  in  locked  electrical  filing  cabinets. 

Retention  and  disposal: 

Individual  records  are  maintained  from  the  date  of  initial  nomina¬ 
tion  for  assignment,  employment  or  affiliation  with  the  DCA  until  at 
least  one  year  but  not  more  than  two  years,  following  his  departure. 
Individual  records  which  contain  information  upon  which  an  adverse 
determination  was  based  are  maintained  permanently. 

System  managerts)  and  address: 

Chief,  Security  Division,  Code  240.  Headquarters,  DCA.  Decen¬ 
tralized  Segment  -  Chief,  Security  Branch,  Defense  Communications 
Engineering  Center,  Code  R121,  1860  Wiehle  Avenus,  Reston,  VA 
22090. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division,  Code  240,  Headquarters,  DCA.  The  full  name  of  the  re¬ 
questing  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  The  requester  may  visit  the  Security 
Division,  Code  240,  Headquarters,  DCA,  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  a  driver's  license.  For  the  Decentralized  Segment 
requests  should  be  addressed  to  •  Chief,  Security  Branch,  Defense 


Communications  Engineering  Center,  Code  R121,  1860  Wiehle 
Avenue,  Reston,  VA  22090. 

Record  access  procedures: 

Contact  the  Chief,  Security  Division,  Code  240,  Headquarters, 
DCA.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 
fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency's  system  ndtice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  is  placed  into  the  system  by  the  SYSMANAGER 
after  an  individual  has  been  nominated  for  assignment,  employment 
or  affiliation  with  the  DCA  as  previously  defined.  Information  may 
be  obtained  from  the  individual's  submissions,  listed  or  developed 
character  references,  co-workers,  supervisors,  present  and  past  em¬ 
ployers.  financial  or  trade  institutions,  credit  bureaus,  personnel  of 
the  legal,  medical,  educational  or  religious  professions,  educational 
institutions,  present  and  former  neighbors,  courts.  U.S.  federal,  state 
or  local  law  agencies/departments,  active  and  retired  U.S.  military  or 
civilian  personnel  records,  interview  of  the  individual,  his  spouse, 
relatives  or  associates,  any  component  of  the  U.S.  Government 
having  an  identifiable  record  on  the  individual  or  volunteer  sources. 

Systems  exempted  from  certain  provisions  of  the  act: 

Investigative  records  compiled  solely  for  the  purpose  of  determin¬ 
ing  suitability,  eligibility,  or  qualifications  for  federal  civilian  employ¬ 
ment,  military  service,  or  access  to  classified  information  are  exempt 
to  the  extent  outlined  in  Subsection  (kKS)  of  the  Privacy  Act. 

K240.02 

System  name: 

Sensitive  Compartmented  Info  (SCI)  Posn/Pers.  Accountability 
System 

Sjstem  location: 

Primary  System-Office  of  the  Chief,  Security  Division.  Headquar¬ 
ters.  Defense  Communications  Agency  (DCA),  Code  240. 

Decentralized  Segments— Office  of  the  Chief,  Computer  Operations 
Division,  Defense  Communications  Agency  Operations  Center 
(DCAOC). 

Categories  of  individuals  covered  by  the  system: 

Any  individual  who  requires  access  to  Special  Intelligence  (SI), 
Special  Activities  Office  (SAO)  information  and/or  Single  Integrated 
Operational  Plan-Extremely  Sensitive  Information  (SIOP-ESI)  in 
order  to  perform  their  duties  are  identified  which  includes;  U.S. 
military  personnel  assigned  to  the  DCA  or  certified  to  the  DCA  by 
their  parent  organization;  U.S.  Government  civilian  personnel  em¬ 
ployed  by  the  DCA  or  certified  to  the  DCA  by  their  parent  organi¬ 
zation;  U.S.  military  or  civilian  personnel  who  are  being  processed 
for  access  to  SCI  by  the  DCA  at  the  request  of  their  parent  organiza¬ 
tion;  industrial  employees  who  are  visiting  DCA  or  performing 
duties  under  DCA  cognizance  as  a  result  of  a  U.S.  Government 
contract,  or  who  are  certified  to  the  EXTA  as  authorized  representa¬ 
tives  of  industrial  firms  concerned  with  matters  related  to  contrac¬ 
tual,  advisory  or  consultant  support,  or  whose  functions  are  such  that 
visits  to  the  DCA,  or  to  facilities  under  DCA  cognizance,  are  re¬ 
quired. 

Categories  of  records  in  the  system: 

File  contains  the  SI/SAO  Billet  Roster  which  is  a  compilation  by 
name,  military  grade  or  civilian  counterpart,  military  service  or  social 
security  account  number  .  position  number  and  title  and  parent  orga¬ 
nization  .  The  roster  identifies  those  positions  (billets)  which  have 
been  approved  for  specific  SI/SAO  access  and  lists  the  incumbents  of 
those  billets  with  the  categories  of  access  for  which  they  have  been 
briefed;  the  SIOP-ESI  Billet  Roster  which  contains  the  same  identi¬ 
fying  elements  described  above  but  pertains  exclusively  to  SIOP-ESI 
accesses;  the  Contractor  Facility  Control  Record  which  lists  all  con¬ 
tractor  facilities  for  which  the  Special  Security  Branch  has  security 
cognizance.  Facilities  are  listed  by  name  and  location,  with  a  separate 
section  for  each  facility.  Within  each  section  the  contractor  employ¬ 
ees  assigned  to  that  facility  are  listed,  by  name,  clearance  and  catego¬ 
ries  of  SCI  to  which  they  are  authorized  access;  the  Special  Security 
Control  Card  which  is  an  alphabetical  card  file  of  all  personnel 
previously  defined  listing  the  individual's  name,  date  and  place  of 
birth,  military  service  or  social  security  account  number,  billet 
number,  organization  of  assignment  or  employment,  job  title,  the 
status  of  clearance  and  access  actions,  dates  National  Agency  Checks 
were  completed  ,  dates  Background  Investigations  were  completed 
and  identification  of  the  agency  which  conducted  them,  record  of 
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clearances  and  special  accesses  granted  and  dates  of  briefings.  The 
record  also  contains,  if  applicable,  the  name,  date  and  place  of  birth 
and  social  security  account  number  of  the  individual’s  spouse  and 
indicates  the  date  of  completion  of  the  required  partial  National 
Agency  Check  for  compilation  of  all  incoming  and  outgoing  notifica¬ 
tions  of  clearance  and  access  status  made  in  connection  with  visits  of 
non-DCA  personnel  to  DCA  and  visits  of  personnel  previously  iden¬ 
tified  to  facilities  which  require  request  clearance/  access  notifica¬ 
tion.  Individuals  are  identified  by  name,  grade,  military  service 
number  or  social  security  account  number,  position  title,  and  the 
organization  of  assignment  or  employment.  The  clearance  and  cate¬ 
gories  of  special  access  authorized  are  also  listed;  Billet  Request 
Records  which  are  a  compilation  of  all  requests  for  establishment  of 
SCI  billets  received  by  the  Special  Security  Branch.  Proposed  incum¬ 
bents  are  normally  identified  by  name,  grade,  position  military  serv¬ 
ice  number  or  social  security  account  number  and  organizational 
affiliation;  Special  Access  Suspense  Record  which  contains  the  names 
of  individuals  on  whom  actions  are  in  progress;  ADP  Record  consist¬ 
ing  of  ADP  punch  cards  and  magnetic  tape  as  the  input  and  storage 
m^ia  for  publication  of  the  SI/SAO  Billet  Roster  All  information 
described  ah<>ve  for  the  SI/SAO  Billet  Roster  is  included. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Special  Security  Branch-Information  is  collected  and  used  for  man¬ 
agement  and  control  of  access  to  SCI  by  personnel  previously  identi¬ 
fied.  Individuals  are  accounted  for  by  name  grade,  military  service 
number  or  social  security  account  number,' position  and  organization. 
Also  used  for  the  certification  of  SCI  accesses  for  which  an  individu¬ 
al  has  been  granted  access. 

Counterintelligence  and  Security  Division  and  Systems  Operations 
Division.  Defense  Intelligence  Agency  (DlA)-the  SI/SAO  Billet 
Roster,  previously  defiiied,  is  used  for  integration  into  the  DIA 
Security  .Management  Information  System  (SMIS) 

Strategic  Operations  Division  and  Office  of  the  Directorate  of 
■Administrative  Services,  the  Joint  Staff,  Organization  of  the  Joint 
Chiefs  of  Siaff-the  SlOP-ESl  Billet  Roster,  previously  defined,  is 
used  for  integration  into  the  master  SIOP-ESI  Billet  Roster. 

Any  component  of  the  U  S.  Government  having  an  official  need- 
to-know:  used  to  verify  that  an  individual  has  been  granted  access  to 
a  specific  category  of  SCI  and  verification  of  information  contained 
in  the  record  as  previously  defined. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  magnetic  tapes;  visible  file  cards;  computer  paper  prin¬ 
touts;  paper  record  in  three-ring  binders;  IBM  cards;  paper  records  in 
file  folders. 

Rctrievabilify: 

Information  on  computer  magnetic  tapes  retrieved  by  a  unique  ten 
digit  billet  number 

Informiition  on  all  other  media  retrieved  by  the  unique  ten  digit 
billet  number  or  by  the  individual’s  name. 

Safeguards; 

Records  are  maintained  in  safes  and  vaults  and  arc  routinely  acces¬ 
sible  only  by  personnel  of  the  Office  of  the  Chief,  Security  Division, 
Code  240.  and  by  personnel  of  the  Special  Security  Branch,  Code 
241,  Headquarters,  DCA. 

Retention  and  disposal; 

Individual  records  arc  maintained  from  date  of  initial  nomination 
for  access  to  SCI  until  ^  years  following  the  individual’s  debriefing, 
which  is  when  the  individual  no  longer  h.is  a  need-to-know  for  SCI, 
then  records  arc  destroyed. 

System  managerts)  and  address: 

Chief,  Special  Security  Branch,  Code  241,  Headquarters,  DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division,  Code  240,  Headquarters,  DCA.  The  full  name  of  the  re¬ 
questing  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  The  requester  may  visit  the  Security 
Division,  Code  240,  Headquarters,  DCA,  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requester  must  present  a  current  DCA  identifi¬ 
cation  badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Security  Division,  Code  240,  Headquarters, 
DCA.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 


fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  is  placed  into  the  system  by  the  SYSMANAGER 
after  an  individual  is  nominated  for  access  to  SCI  by  his  organization 
or  employer  or  after  an  individual  has  been  certified  to  the  DCA  by 
his  cognizant  security  officer  as  having  such  access.  SYSMAN¬ 
AGER  obtains  required  information  from  the  nomination  or  certifica¬ 
tion  document,  individual’s  personnel/  employment  records,  forms 
submitted  by  the  individual,  formal  briefing  actions  accomplished  by 
personnel  of  the  Special  Security  Branch,  Code  241,  Headquarters. 
DCA,  and  from  information  developed  during  the  personnel  security 
investigation  conducted  on  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K240.03 

System  name: 

Clearance  Card  File  for  Defense  Communications  Agency  (DCA) 
Personnel 

System  location: 

Office  of  the  Chief,  Security  Division,  Code  240,  Headquarters, 
Defense  Communications  Agency.  Decentralized  Segments;  Security 
Branch,  Defense  Communications  Engineering  Center,  C<xle  RI2I; 
Defense  Communications  Operations  Center,  Allocations  and  Engi¬ 
neering  Division,  Code  N230. 

Categories  of  individuals  covered  by  the  system: 

This  file  includes  all  DCA  personnel  requiring  a  security  clcurance. 
Since  all  positions  in  DCA  are  sensitive  requiring  at  least  a  Secret 
clearance,  all  DCA  military  and  civilian  personnel  world-wide  are 
covered.  The  file  also  includes  those  persons  previously  assigned  to 
or  employed  by  DCA  since  1962. 

Categories  of  records  in  the  system: 

The  Clearance  Card  File  is  an  alphabetical  card  file  (5’  x  8’,  DC'.A 
Form  136)  of  all  perstninel  requiring  a  security  clearance,  listing  the 
individual’s  name,  service  or  social  security  account  number,  grade 
or  rank,  job  title,  date  and  place  of  birth,  date  entered  on  duty  with 
DCA,  and  date  departed  DCA  if  applicable.  The  file  also  includes 
the  date  requested,  dale  received,  and  indicated  results  of  each  check 
within  the  National  Agency  Check  (NAC),  and  for  Background 
Investigation  (Bl)  requests.  Dates  interim  and  final  security  cle:ir- 
ances  were  granted  and  some  special  accesses  are  indicated. 

Authnrit>  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended.  Security  Requirements  for 
Government  Employment,  27  April  1953. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  by  personnel  of  the  Security  Branch,  Code 
240,  Headquarters.'DCA,  as  a  convenience  or  ready  reference  file  to 
determine  the  security  clearances  and  dates  of  issue  for  perstrnncl 
assigned  to  or  employed  by  DCA  world-wide. 

Information  is  available  to  the  individual  and  to  DCA  supervisors 
of  the  individual  to  verify  that  the  individual  has  the  necessary 
security  clearances  for  attendance  at  meetings  and  conferences  where 
cla.ssified  information  is  discussed.  Also  used  to  certify  security  clear¬ 
ances  of  individuals  in  writing  or  telephonically  for  attendance  at 
classified  conferences  at  other  U.S.  Government  agencies  and  at 
private  industry  organizations  having  an  industrial  clearance  and  gen¬ 
erally  engaged  in  classified  contract  work  for  DCA. 

Information  is  disclosed  to  law  enforcement  or  investigatory  au¬ 
thorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

ThisHS  a  manual  system  consisting  of  5’  x  8’  card  records  main¬ 
tained  in  two  rotary  file  cabinets. 

Retrievability: 

Information  is  retrieved  by  the  individual’s  name. 

Safeguards: 

Records  are  maintained  in  two  rotary  file  cabinets  equipped  with 
key  locks.  The  file  cabinets  are  locked  during  non-duty  hours. 
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Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Physical  Security  Branch,  DCA  •  The  badge  is  issued  to  the 
individual  as  his  means  of  identification  to  the  DCA. 

Individual  retains  the  badge  in  his  possession  and  must  wear  it 
while  in  the  DCA  buildings.  The  badge  must  be  surrendered  when 
invalid  or  when  the  individual  no  longer  is  assigned  to  or  requires 
access  to  the  DCA. 

By  DCA  operating  ofTicials  as  a  means  of  identification. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Control  card  or  envelope  containing  duplicate  photograph  is  Tiled 
in  a  locked  container. 


Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  who  are  properly 
screened,  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal: 

Records  have  been  maintained  since  1962  for  all  DCA  personnel 
presently  or  previously  assigned  or  employed.  Reccords  are  de¬ 
stroyed  when  no  longer  needed. 

System  managers)  and  address: 

Chief,  Security  Division,  Code  240,  Headquarters,  Defense  Com¬ 
munications  Agency.  Decentralized  Segment  •  Chief,  Security 
Branch,  Defense  Communications  Engineering  Center,  Code  RI21, 
1860  Wiehle  Avenue,  Reston,  VA  22090. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division  Code  240,  Headquarters,  DCA.  The  full  name  of  the  re¬ 
questing  individual  w  ill  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  As  proof  of  identity,  the  requester 
must  present  a  current  DCA  identification  badge  or  driver’s  license. 
For  the  Decentralized  Segment  requests  should  be  addressed  to  - 
Chief,  Security  Branch,  Defense  Communications  Engineering 
Center,  Code  R12I,  1860  Wiehle  Avenue,  Reston,  VA  22090. 

Record  access  procedures: 

Contact  the  Chief,  Security  Division,  Code  240,  Headquarters, 
Defense  Communications  Agency,  for  assistance.  The  mailing  ad¬ 
dress  is  listed  in  the  organizational  directory  of  the  Defense  Commu¬ 
nications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN- 
AGER. 

Record  source  categories: 

Information  is  placed  into  the  record  system  by  the  system  man¬ 
ager  after  an  individual  is  nominated  for  assignment  to  or  employ¬ 
ment  by  DCA.  Information  is  obtained  from  National  Agency 
Checks  which  may  include:  Federal  Bureau  of  Investigation  (FBI), 
Civil  Service  Commission  (CSC),  Department  of  State,  Central  Intel¬ 
ligence  Agency  (CIA),  Immigration  and  Naturalization  Service 
(I&N),  Defense  Intelligence  Agency  (DIA),  Defense  Investigative 
Service  (DIS),  investigative  otTices  of  the  military  Department 
(Army,  Navy,  Air  Force),  and  the  Credit  Bureau  Incorporated. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K240  04 

System  name: 

Identification  Badge  System 

System  location: 

Office  of  the  Chief,  Physical  Security  Branch,  Security  Division, 
Code  243,  Headquarters,  Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  miiitarv  personnel  assigned  to  Headquarters,  DCA 
and  collocated  field  a<.tivities. 

Civilian  contractors  civilian  and  military  members  of  the  U.S. 
Government  whose  ofneial  duties  require  frequent  and  continuing 
access  to  Headquarters,  DCA  and  collocated  field  activities. 

Categories  of  records  in  the  sy  stem: 

The  DCA  Permanent  Badge,  K>CA  Form  21),  issued  to  civilian 
and  military  personnel  assigned  to  •  headquarters,  DCA  and  collocat¬ 
ed  field  activities,  cortams  a  phc'-  g'aph  of  the  individual  with  his  or 
her  surname,  first  name  and  mide  '  initial,  and  a  badge  number.  The 
badge  is  signed  on  the  reverse  s>  le  by  the  individual  and  counter¬ 
signed  by  a  reprev  ntative  of  the  ’■  •'^ice  of  the  Chief,  Physical  Secu¬ 
rity  Branch  (Qxie  21^.  \  duplic<i  photograph  is  mounted  on  a  3’  x 
5’  control  card,  c  ontaining  the  i  nvidual's  name,  grade  or  rank, 
badge  number,  oF>ce  code  and  do  t  'f  issue,  and  filed  alphabetically. 

The  DCA  Vise  >r  Badge,  (D«  x  Form  80  or  184),  is  issued  to 
civilian  contractors  and  U  S.  Go.tmment  civilian  and  military  per¬ 
sonnel,  whose  sec  lint y  clearance  is  on  file  with  the  Office  of  the 
Chief,  Physical  Sec  urn y  Branch,  C  ide  243,  Headquarters,  DCA  and 
who  is  sponsored  by  a  Headquarters.  DCA  official.  The  badge  con¬ 
tains  a  photograph  of  the  individual  with  his  surname,  first  name, 
middle  initial,  badge  number,  expiration  date  (not  to  exceed  one  year 
from  date  of  issue )  and  is  signed  by  the  individual  and  countersigned 
by  the  issuing  of^cial  of  the  Physical  Security  Branch  (Code  243). 
Duplicate  photographs  are  retained  in  an  envelope  and  filed  alpha¬ 
betically,  and  are  used  for  renewal  of  badges. 


Retrievability: 

Control  card  or  envelope  containing  duplicate  photograph  is  filed 
alphabetically  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  an 
area  which  is  accessible  only  to  authorized  personnel  who  are  prop¬ 
erly  screened,  and  their  duties  require  them  to  be  in  the  area  where 
the  records  are  kept. 

Retention  and  disposal: 

Badge  and  control  card  with  extra  photographs  are  destroyed 
upon  termination  of  the  individual’s  assignment  to  or  need  for  access 
to  the  DCA. 

System  manager(s)  and  address: 

Chief,  Physical  Security  Branch,  Code  243,  Headquarters,  DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division,  Code  240,  Headquarters,  DCA.  The  full  name  of  requesting 
individual  will  be  requir^  to  determine  if  the  system  contains  a 
record  about  him  or  her.  As  proof  of  identity,  the  requester  must 
present  a  current  DCA  identification  badge  or  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Security  Division,  Code  240,  Headquarters. 
Defense  Communications  Agency,  for  assistance.  The  mailing  ad¬ 
dress  is  listed  in  the  organizational  directory  of  the  Defense  Commu¬ 
nications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN- 
AGER. 

Record  source  categories: 

For  DCA  assigned  personnel  notification  is  received  from  the 
Office  of  the  Chief,  Personnel  Security  Division,  Code  242,  Security 
Division,  Headquarters,  DCA. 

For  civilian  contractors  and  civilian  or  military  personnel  from 
other  U.S.  government  agencies  the  notification  is  received  from  the. 
Headquarters,  DCA  or  collocated  field  activity  sponsor. 

Systems  exempted  from  certain  provisions  of  the  act: 


System  location: 

Office  of  the  Chief  Physical  Security  Branch,  Security  Division 
Headquarters,  Defense  Communications  Agency  (DCA),  Code  243 

Categories  of  individuals  covered  by  the  system: 

All  civilian  personnel  cleared  under  the  Defense  Industrial  Secu 
rity  Program  and  all  civilian  or  military  members  of  the  U.S.  Gov 
ernment  cleared  by  their  respective  components  for  access  to  classi 
fled  material,  whose  official  duties  require  them  to  have  access  to 
classified  information  in  the  performance  of  contractural  obligations 
or  participation  in  defense  projects  with  the  DCA,  or  whose  func 
tions,  services,  logistics  support  are  required  by  the  DCA  or  to 
facilities  under  the  cognizance  of  the  DCA. 

Categories  of  records  in  the  system: 

This  card  records,  as  applicable,  name,  social  security  number,  date 
of  birth,  place  of  birth,  citizenship,  alien  registration  number,  clear¬ 
ance  and  date,  authority,  organization,  persons  or  offices  to  be  vis- 


NONE 

K240.05 

System  name: 
visitor  Clearance  File 
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ited,  date  visit  authorized  of  the  individual  requesting  access  to  the 
DCA  and  classified  information.  All  data  is  supplied  in  letter  form  by 
the  Security  Officer  of  the  individual’s  company  or  organization.  The 
file’  also  includes  a  remarks  section  which  is  used  to  record  the 
EXTA’s  sponsor’s  request  for  a  badge;  badge  number,  if  assigned;  a 
file  number  cross-indexed  to  the  letter;  and  disposition  instructions. 
The  file  is  updated  as  requested  by  the  individual’s  organization  or 
company,  usually  once  annually. 

Authority  for  maintenance  of  the  system: 

Exedutive  Order  l04S0,as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Physical  Security  Branch,  DCA  -  Information  is  collected  and 
used  for  management  use  and  control  of  access  to  classified  informa¬ 
tion;  daily  certification  of  clearances  to  DCA  project  officers;  certifi¬ 
cation  of  clearance  on  travel  orders;  request  for  DCA  badges;  certifi¬ 
cation  of  clearances  to  any  US  government  agency  or  DoD  compt^ 
nent  participating  in  DCA  projects,  or  where  the  DCA  is  a  partici¬ 
pant  in  another  agency  or  component  project. 

Department  of  Army,  Military  District  of  Washington  -  Identifying 
data  (name,  date  and  place  of  birth,  sex,  height,  weight  and  organiza¬ 
tion)  used  tm  DoD  and  Pentagon  Building  passes  (DD  Form  1466 
and  1467). 

Joint  Chiefs  of  Staff  (JCS)  -  Identifying  data  (name,  grade,  height, 
weight,  color  of  hair  and  eyes,  date  and  place  of  birth,  security 
clearance)  used  on  JCS  passes  or  badges  and  is  submitted  on  JCS 
Form  8. 

provost  Marshal,  Fort  Ritchie,  Md.  -  Identifying  data  (name, 
grade,  rank,  title,  branch  of  service,  social  security  number,  date  and 
place  of  birth,  weight,  height,  color  of  hair  and  eyes,  sex,  organiza¬ 
tion  or  employer,  security  clearance)  used  on  Fort  Ritchie  badges 
and  is  submitted  on  Fort  Ritchie  ACCN  Form  19. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Visible  file  cards  (5’x8’)  in  rotary  power  file;  correspondence  in  file 
folders,  in  safe. 

Retrievability: 

Information  on  file  cards  filed  alphabetically  by  name. 

Correspondence  filed  with  sequential  number  cross-indexed  to  file 
card. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  who  are  properly 
screened,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  arc  kept. 

Retention  and  disposal: 

File  cards  are  maintained  indefinitely  as  long  as  recertification  is 
received  annually  from  the  individual’s  organizational  or  company 
security  officer.  Inactive  cards  are  removed  and  destroyed  periodical¬ 
ly,  usually  within  six  months  from  the  expiration  of  the  visit  request. 

Correspondence  files  are  removed  and  destroyed  annually  and  as 
replaced  by  new  certification. 

System  managerts)  and  address: 

Chief,  Physical  Security  Branch,  Code  243,  Meadquaners,  DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division,  Code  240,  Headquarters,  DC.A.  The  Full  name  of  the 
requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  As  proof  of  identity,  the  request¬ 
er  must  present  a  current  DCA  identification  b.adge  or  driver’s  li¬ 
cense. 

Record  access  procedures: 

Contact  the  Chief,  Security  Division,  Cixle  240,  Headquarters, 
Defense  Communications  Agency,  for  assistance,  llie  mailing  ad¬ 
dress  is  listed  in  the  organizational  directory  of  the  Defense  Commu¬ 
nications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN- 
AGER. 

Record  source  categories: 

All  information  maintained  on  the  individual  is  furnished  by  the 
Security  Officer  of  the  individual’s  organization,  company,  or  institu¬ 
tion. 

Systems  exempted  from  certain  provisions  of  the  act: 


NONE 

K240.06 

System  name: 

Classified  Container  Information  on  Form  (DA  Form  727) 

System  location: 

Office  of  the  Chief,  Physical  Security  Branch.  Code  243,  Security 
Division,  Headquarters,  Defense  Communications  Agency  (DCA). 
Decentralized  Segment  -  Defense  Communications  (Operations 
Center,  Allocations  and  Engineering  Division,  Code  N230. 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel  assigned  to  Headquarters,  DCA 
and  collocated  field  activities  who  have  been  designated  responsible 
officials  of  a  classified  container,  or  who  are  to  be  notified  if  the 
container  is  found  open  and  unattended. 

Categories  of  records  in  the  system: 

This  form  records  the  name,  grade,  address  and  teleph»>ne  number 
of  the  above  individuals. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10430,  as  amended. . 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Physical  Security  Branch,  DCA  -  Record,  in  duplicate,  of  each 
container  used  for  storage  of  classified  material  and  identifies  individ¬ 
uals  who  have  know  ledge  of  the  combination. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

The  original  copy  is  posted  on  the  outside  of  the  container  in  the 
DCA  office  concerned;  the  carbon  copy  is  attached  to  the  outside  of 
a  sealed  envelope  which  contains  a  smaller  envelope  containing  the 
classified  combination  and  is  stored  in  an  approved  classified  contain¬ 
er  in  the  Office  of  the  Chief,  Physical  S^'urity  Branch.  Ctide  243. 
Headquarters,  DCA. 

Retrievability: 

Filed  numerically  by  container  number. 

Safeguards: 

Building  employs  security  guards.  Carbon  copy  records  are  main¬ 
tained  in  area  which  is  acces.sible  only  to  authorized  personnel  whi> 
are  properly  screened,  and  their  duties  require  them  to  be  in  the  area 
where  the  records  are  kept. 

Retention  and  disposal: 

This  form  Ls  retained  only  as  long  as  the  information  remains 
accurate,  but  not  to  exceed  one  year,  at  which  time  it  is  destroyed 
byburning.  The  original  copy  on  the  safe  is  removed,  discarded  and 
replaced  by  an  updated  copy. 

System  manager(s)  and  address: 

Chief,  Physical  Security  Branch,  Code  243,  Headquarters.  DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division,  name  of  staff  element.  Code  240,  Headquarters,  DCA.  The 
full  name  of  the  requesting  individual  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  As  pnxif  of  identity, 
the  requester  must  present  a  current  DCA  identification  badge  or 
driver’s  license. 

Record  access  procedures; 

Contact  the  Chief,  Security  Division,  Code  240,  He:tdquarters. 
Defense  Communications  Agency,  for  assistance.  The  mailing  ad¬ 
dress  is  li.sied  in  the  organizational  directory  of  the  Defense  Commu¬ 
nications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN- 
AGER. 

Record  source  categories: 

Names  of  the  individuals  in  the  system  are  submitted  on  the  form 
which  is  completed  by  the  DCA  office  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K240.07 

System  name: 

Vehicle  and  Parking  Registration  Card 

System  location: 


74468 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


Office  of  the  Chief,  Physical  Security  Branch,  Security  Division. 
Code  243,  Headquarters,  Defense  Communications  Agency  (DCA). 

Categories  of  individuals  covered  by  the  system: 

All  civilian  and  military  personnel  assigned  to  Headquarters,  DCA 
and  collocated  field  activities,  and  who  register  their  vehicles  for 
parking  on  base. 

Civilian  contractor  personnel  assigned  desk  space  at  Headquarters, 
DCA  and  who  apply  for  parking  privileges  on  base. 

Categories  of  records  in  the  system: 

This  file  records  name,  address,  office  code,  office  telephone 
number,  social  security  account  number  (SSAN),  make,  year,  body 
style,  and  color  of  vehicle,  license  plate  number  and  state,  insuring 
company  and  policy  number,  amount  of  liability  insurance,  expiration 
date  of  insurance  policy  carpool  members  and  their  address,  place  of 
employment  and  SSAN.  The  card  also  includes  a  certification  state¬ 
ment  signed  and  dated  by  the  individual  that  he  has  read  and  under¬ 
stands  the  DCA  Parking  Regulations  and  attests  to  the  accuracy  of 
the  infoi;mation  the  individual  provided.  The  amount  of  liability 
.insurance  is  restricted  to  the  term  'minimum  required  by  the  State  of 
Virginia’.  No  dollar  amounts  are  requested  or  required  by  the  DCA. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Physical  Security  Branch.  DCA  -  Information  is  used  to  report  to 
the  GSA  the  total  number  of  parking  spaces  and  itemized  to  show' 
the  number  used  for  Government-owned  or  leased  vehicle  parking; 
other  official  parking;  visitor  vehicle  parking;  employee  parking;, 
number  of  employee  spaces  assigned  to  physically  handicapped  em¬ 
ployees;  number  and  percentage  of  employee  parking  spaces  assigned 
to  executive  personnel  and  persons  assigned  unusual  hours;  number 
of  employee  parking  spaces  used  by  carpools;  and  total  number  of 
persons  using  carpool  spaces. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Visible  file  cards  (5’  x  8’)  in  metal  file  cabinet. 

Retrievability: 

Filed  alphabetically  by  name  and  parking  status,  that  is.  Handicap 
Area,  Carpool  Area,  Executive  Area,  and  Open  Area. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  who  are  properly 
screened,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal: 

File  cards  are  maintained  during  the  period  of  the  incumbent's 
assignment,  then  removed  and  destroyed  when  asignment  is  terminat¬ 
ed. 

System  managerfs)  and  address: 

Chief,  Physical  Security  Branch,  Code  243,  Headquarters.  DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division.  Code  240,  Headquarters.  DCA.  The  full  name  of  the  re¬ 
questing  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  As  proof  of  identity,  the  requester 
must  present  a  current  DCA  identification  badge  or  driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Security  Division,  Code  240,  Headquarters. 
Defense  Communications  Agency,  for  assistance.  The  mailing  ad¬ 
dress  is  listed  in  the  organizational  directory  of  the  Defense  Commu¬ 
nications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN- 
AGER 

Record  source  categories: 

Completed  form  filled  out  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K240.08 

Sy  stem  name: 

Security  Violation  Case  File 


System  location: 

Office  of  the  Chief,  Physical  Security  Branch,  Security  Division, 
Code  243,  Headquarters,  Defense  Communications  Agency  (DCA). 
Decentralized  Segments  -  Security  Branch,  Defense  Communications 
Engineering  Center,  Code  R121,  and  Physical  Security  Branch. 
Command  and  Control  Technical  Center  (CCTC)  Code  Cl 22. 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel  assigned  to  Headquarters,  DCA 
and  collocated  field  activities,  who  committed  or  contributed  to  a 
security  violation  involving  classified  defense  information. 

Civilian  and  military  personnel  assigned  to  Headquarters,  DCA 
and  collocated  field  activities,  who  discovered  the  violation,  were 
witnesses  in  connection  with  the  violation,  or  werd*  interviewed  to 
determine  whether  they  were  involved. 

Civilian  contractors  under  contractural  obligation  to  the  DCA  and 
who  were  witnesses  in  connection  with  the  violation,  or  were  inter¬ 
viewed  to  determine  whether  they  were  involved. 

Any  individual  in  the  civilian  community,  government  employ, 
military  or  civilian,  who  reported  a  security  violation,  or  who  could 
furnish  information  relative  to  the  violation,  or  who  may  have  been 
involved  in  the  violation. 

Categories  of  records  in  the  system: 

This  file  contains  the  results  of  an  investigation  involving  classified 
defense  information  which  has  been  compromised  or  subjected  to 
compromise  through  loss,  unauthorized  disclosure,  improper  handling 
or  transmission,  or  failure  to  safeguard.  It  contains  the  facts  and 
circumstances  surrounding  the  violation,  the  personnel  involved,  the 
findings,  affixes  responsibility,  and  recommendations  for  remedial, 
administrative  or  disciplinary  actions. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10450,  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Security  Division,  Headquarters,  DCA  -  This  file  which  consists  of 
a  Report  of  Security  Violation,  and  an  Investigation  Officer’s  Report 
of  Investigation,  is  used  to  determine  the  adequacy  of  the  investiga¬ 
tion,  a  review  of  the  circumstances  which  led  to  the  violation,  and  a 
review  of  the  security  policies  and  procedures  established  by  the 
DCA  and  the  office  concerned  with  the  aim  of  improving  the  proce¬ 
dures  to  preclude  further  violations.  It  is  also  used,  when  compro¬ 
mise  cannot  be  precluded,  to  notify  the  original  classification  authori¬ 
ty  for  the  specific  classificaton  involved,  and  to  request  an  impact 
statement  on  national  security,  and  whether  the  information  can  be 
downgraded  or  declassified.  A  copy  may  also  be  furnished  to  an 
appropriate  military  service  or  government  agency  involved  in  pros¬ 
ecution  proceedings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  ^ 

The  correspondence  is  stored  in  case  folders  and  secured  in  a  safe. 

Retrievability: 

Each  case  folder  is  filed  in  numerical  sequence  by  calendar  year 
and  cross-referenced  to  an  index  sheet  containing  case  number,  code, 
date  of  violation  and  name(s)  of  individuals  involved. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  who  are  properly 
screened,  and  their  duties  require  them  to  be  in  the  area  where  the 
records  are  kept. 

Retention  and  disposal: 

Case  files  that  preclude  compromise  are  considered  administrative 
and  destroyed  upon  departure  of  the  individual. 

Case  files  that  reflect  compromise  are  retained  for  two  years  then 
retired  to  the  Federal  Records  Center  for  an  additional  eight  years, 
then  destroyed. 

System  managers)  and  address: 

Chief,  Physical  Security  Branch,  Code  243,  Headquarters,  DCA. 
Decentralized  Segments  -  Chief,  Security  Branch,  Defense  Communi¬ 
cations  Engineering  Center,  1860  Wiehle  Avenue,  Reston,  VA  22090, 
and  Chief,  Security  Branch.  CCTC,  Code  Cl 22,  Washington.  D.  C. 
20301. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  Chief,  Security 
Division,  Code  240,  Headquarters,  DCA.  The  full  name  of  the  re¬ 
questing  individual  will  be  required  to  determine  if  the  system  con¬ 
tains  a  record  about  him  or  her.  As  proof  of  identity,  the  requester 
must  present  a  current  DCA  identification  badge  or  driver’s  license. 
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For  the  Decentralized  Segments  requests  should  be  addressed  to  - 
Chief,  Security  Branch,  Defense  Communications  Engineering 
Center,  1860  Wiehle  Avenue,  Reston,  VA  22090  or  Chief,  Physical 
Security  Branch,  Command  and  Control  Technical  Center  ,  Code 
Cl 22.  Washington.  D.  C.  20301. 

Record  access  procedures: 

Contact  the  Chief,  Security  Division,  Code  240,  Headquarters, 
Defense  Communications  Agency,  for  assistance.  The  mailing  ad¬ 
dress  is  listed  in  the  organizational  directory  of  the  Defense  Commu¬ 
nications  Agency  published  in  the  Federal  Register  and  should  be 
referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  determi¬ 
nations  by  the  individual  may  be  obtained  from  the  SYSMAN- 
AGER 

Record  source  categories: 

Information  developed  by  the  Investigating  Officer  investigating 
the  violation  includes,  interviews  with  the  individual(s)  involved  in 
the  violation;  witnesses  to  or  having  knowledge  of  the  violation,  co¬ 
workers  and  supervisor;  it  may  include  sworn  statements,  depositions, 
photographs  or  sketches  of  the  area  or  equipment  involved  in  the 
violation;  office  security  procedures  or  instructions;  and,  in  some 
cases,  a  copy  of  the  classified  document  involved. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K660.01 

System  name: 

303-41-42  Claims  Files.  Requests  for  Waiver  of  Pay  and 
Allowances 

System  location: 

Office  of  Financial  Services  Division,  Code  660,  Headquarters, 
Defense  Communications  Agency  (DCA),  Washington,  D.C.  20305. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  or  former  civilian  employees  of  DCA  who 
submit  requests  for  waiver  of  claims  of  the  US  arising  from  errone¬ 
ous  overpymt  of  pay  &  allowances. 

Categories  of  records  in  the  system: 

The  initial  request  for  waiver  of  claim.  The  report  of  investigation, 
including  copies  of  all  documentation,  affidavits,  statements,  vouch¬ 
ers,  and  other  papers  containing  information  bearing  on  the  case.  A 
summary  of  the  report  of  investigation  and  a  register  of  requests  for 
waiver.  Correspondence  with  the  General  Accounting  Office  con¬ 
cerning  claims  waivers.  Correspondence  with  the  individual  who 
submitted  the  waiver  request.  Decisions  concerning  waivers  of 'the 
Comptroller,  DCA  or  the  Comptroller  General  of  the  United  States. 

Authority  for  maintenance  of  the  system: 

5.U.S.C.  5584  'Claims  for  Overpayment  of  Pay  and  Allowances, 
other  than  travel  and  transportation  expenses  and  allowances  and 
relocation  expenses.' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  residing  in  these  files  represent  the  history  of  a  request  for 
waiver  of  claim  &  the  action  taken  thereon,  including  disposition. 
Used  by  Comptroller,  DCA  or  Comptroller  General  of  the  United 
States  to  reach  a  decision  concerning  requests  for  waiver.  Records 
are  used  to  administer  and  process  requests  for  waivers  of  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  record  is  stored  in  a  locked  safe. 

Retrievability: 

Retrieved  by  the  name  of  the  individual  who  submits  a  request  for 
a  waiver  of  claim. 

Safeguards: 

Records  are  stored  in  a  locked  safe.  Access  is  limited  to  Code  660. 
DCA.  the  investigating  officer  if  other  than  from  Code  660,  and  the 
individual  concerned,  if  he  so  desires,  as  well  as  the  DCA  Counsel, 
the  Director  and  personnel  of  the  Claims  Division  of  the  GAO. 

Retention  and  disposal: 

Records  are  retained  by  Code  660,  Hq  DCA  for  2  years,  then 
retired  to  Federal  Records  Center  for  permanent  storage. 

System  manageKs)  and  address: 

Chief,  Financial  Services  Division,  Code  660,  Headquarters.  De¬ 
fense  Communications  Agency,  Washington,  D.C.  20305 


Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Chief,  Finan¬ 
cial  Services  Division,  Code  660,  Headquarters,  DCA,  Washington. 
D.C.  20305.  Individual  must  provide  his  full  name  and  social  security 
number  to  determine  whether  or  not  the  system  contains  a  record  on 
him.  For  personal  visits  the  individual  must  present  proof  of  identity 
to  include  his  full  name  and  social  security  number  as  well  as  positive 
identification,  such  as  identification  card  or  driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Financial  Services  Division.  Code  660,  Head¬ 
quarters,  Defense  Communications  Agency,  Washington.  D  C.  20305 
for  assistance. 

Contesting  record  procedures: 

The  Defense  Communications  Agency's  rules  for  access  to  records 
and  for  contesting  content  and  appealing  initial  determination  by  the 
individual  concerned  are  promulgated  in  the  Rules  and  Regulations 
section  of  the  Federal  Register. 

Record  source  categories: 

Official  Personnel  Records  of  Individuals;  Finance  and  Accounting 
Offices  for  financial  records;  individuals  having  knowledge  concern¬ 
ing  the  subject  of  the  claim,  for  statements  and  affidavits;  and  any 
other  source  from  which  pertinent  information  may  be  drawn. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.01 

System  name: 

Employee-Management  Relations  and  Services  Files 

System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters.  Defense 
Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

DCA  civilian  employees  in  the  Washington  Metropolitan  Area 
who  have  a  requirement  for  the  employee-management  service 
except  the  grievance  file  which  is  applicable  to  all  DCA  civilian 
employees. 

Categories  of  records  in  the  system: 

Blood  donor  program  records,  grievance  file  containing  all  docu¬ 
ments  realted  to  a  grievance,  reconsideration  file  containing  all  docu¬ 
ments  relating  to  a  negative  determination  of  within-grade  salary 
increase  and  the  request  for  reconsideration  of  the  determination, 
DCA  Form  169,  Exit  Interview 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Supplement  990-1,  Book  III,  Part  531, 
Section  531.407  Work  of  an  Acceptable  Level  of  Competence,  Part 
771.  Employee  Grievances,  Part  715,  Subpart  B.  Voluntary  Separa¬ 
tions 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Civilian  Personnel  Office  staffs  and  supervisors  of 
employees  to  process  and  record  actions  pertinent  to  employee-man- 
.agement  relations  and  services. 

Used  by  the  Director/Vice  Director  and  heads  of  major  staff 
elements  DCA  Headquarters  and  Commanders  of  DCA  field  activi¬ 
ties  in  the  Washington  Metropolitan  Area  to  render  decisions  con¬ 
cerning  individual  employees  and  as  a  basis  for  future  management 
action. 

Used  by  Department  of  Defense  and  Civil  Service  Commission 
inspectors  to  review  records  for  compliance  with  applicable  Federal 
Personnel  Manual  policies. 

Used  by  the  Civil  Service  Commission  to  review  agency  records 
concerning  grievances  and  negative  determinations  of  within-grade 
salary  increase. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  stored  in  file  folders  and  card  files. 

Retrievability; 

Information  is  retrieved  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  by  oper¬ 
ating  officials  in  area  accessible  only  to  authorized  personnel  who  are 
properly  screened  and  cleared  and  whose  duties  require  them  to  bein 
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the  area  where  records  are  maintained.  Files  are  locked  in  secure  file 
cabinets  during  non-duty  hours. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  for  two  years  and 
subsequently  destroyed  except  for  blood  donor  records  which  are 
retained  until  the  employee  terminates  his/her  employment  with 
DCA  and  subsequently  destroyed. 

System  managerts)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Headquarters,  DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel.  Civilian  Personnel  Division,  Code  720,  Headquarters, 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  sisit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720  Headquar¬ 
ters.  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  DC,  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  .Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Official  personnel  folder,  individual  employees,  employee  repre¬ 
sentatives,  superx  isors  of  employees,  civilian  personnel  staff,  hearing 
examiners  reports  and  other  reports  of  inverstigation.  statements  of 
witnesses  and  management  representatives. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K7()0.02 

Sj  stem  name: 

Civili.-iii  Awards  Program  File 

System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720,  Office  of 
the  Assistant  to  the  Director  for  Personnel.  Headquarters.  Defense 
Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities. 

Categories  of  individuals  covered  by  the  system: 

DC.A  civilian  employees  who  merit  special  recognition  for  per¬ 
formance  either  within  or  outside  the  employee’s  job  responsibilities 
and  length  of  service  to  the  Government.  Suggestions  from  civilian 
and  military  personnel  assigned  to  Defense  Communicaticxns  Agency, 
Department  of  Defense  and  other  gox'ernment  agencies. 

Categories  of  records  in  the  system: 

File  contains  copies  of  minutes  of  DCA  Awards  Board  meetings, 
action  by  approving  officials,  record  of  individuals  receiving  awards, 
DCA  Form  8*),  Service  Award  Work  Sheet  and  Record,  suggestions 
and  report  of  evaluation  of  suggestions,  and  related  correspondence. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapters  430  Performance  Evaluation, 
450  Incentive  Awards,  531  Pay  Under  the  General  Schedule 

Department  of  Defense  Directive  5120.15  Department  of  Defense 
Incentive  Awards  Program;  Assignment  of  responsibility. 

Department  of  Defense  Instruction  5120.16,  Department  of  De¬ 
fense  Incentive  Awards  Program:  Policies  and  Standards 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  civilian  personnel  office  staff  to  process  and  record 
actions  for  individuals  who  merit  special  recognitions. 


Used  by  suggestion  evaluators  in  the  Defense  Communications 
Agency,  Department  of  Defense  and  other  government  agencies  to 
recommend  adoption  or  non-adoption  of  suggestions. 

Used  by  the  Department  of  Defense  and  Civil  Service  Commivsion 
to  process  and  approve  nominations  for  awards. 

Used  by  DCA  Awards  Boards  to  review  nominations  for  awards 
and  recommend  approval/disapproval  to  the  Director,  DCA. 

Used  by  the  Director  DCA  to  approve/disapprove  recommenda¬ 
tion  for  awards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  ^ 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name  and  type  of  award. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  file 
cabinets  with  a  combination  lock  and  are  accessible  only  to  author¬ 
ized  personnel  who  are  properly  screened  and  cleared  and  whose 
duties  require  them  to  be  in  the  area  where  records  are  m.iintained. 

Retention  and  disposal: 

Records  arc  not  permanent.  They  are  retained  in  active  file  for 
two  calendar  years  and  subsequently  destroyed  except  for  minutes  of 
Awards  Boards  which  are  retained  for  five  years  and  subsequently 
destroyed. 

System  manager(s)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  7(X),  Headquarters,  DCA 

Decentralized  Segments  -  Directors,  Commanders  and  Chiefs  of 
DC.A  field  activities. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -Office  of  the  Assistant  to  the  Director  fi>r  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  -  Directors,  Commanders  and  Chiefs  of 
DC.A  field  activities. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters.  DCA. 

Decentralized  Segments  -  Contact  the  Director,  Commander  or 
Chief  of  the  appropriate  DCA  field  activity. 

The  official  maining  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Official  Personnel  Folder,  supervisors  of  employees,  individuals 
submitting  suggestions,  evaluators  of  suggestions,  DCA  Awards 
Boards,  civilian  personnel  office  staff.  Department  of  Defense,  Civil 
Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.03 

System  name: 

Personnel  Management  Information  System  (PERM IS) 

System  location: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  700.  Headquarters  (HQ),  Defense  Communications 
Agency  (DCA); 

Decentralized  Segments  -  DCA  Field  Activities. 

Categories  of  individuals  covered  by  the  system: 

All  civilian  and  military  personnel  currently  or  formerly  employed 
by  or  assigned  to  the  DCA. 

Categories  of  records  in  the  system: 
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System  contains  personal  information  in  several  categories;  bio¬ 
graphical  data  (Name,  SSAN,  Sex,  Minority  Group  Indicator,  Birth 
Date,  Marital  Status,  Number  of  Dependents,  Num^r  of  Dependents 
Overseas,  Sex  of  Dependents,  Dependent  Birth  Date,  Citizenship, 
Former  Citizenship,  Personal  Title,  blood  type,  RH  Factor,  date  of 
last  blood  donation,  quantity  of  blood  donated  to  date);  DcA 
employment(DCA  Start  Date,  Recruitment  Source,  DCA  Service 
Computation  Date,  Geographic  Location,  Submitting  Office  Number, 
DCA  Area,  Office  Code,  Badge  Number,  Salary,  Appointment  Type, 
Work  Schedule,  Pay  Plan,  Grade,  Step,  Date  of  Grade,  Pay  Deter¬ 
minant,  Pay  Basis,  Date  of  Last  Within-Grade,  Highest  Previous 
Grade,  Special  Program  Identifier,  Competitive  Level,  Tenure-Ex¬ 
cepted,  Reemployment  Rights,  Apportionment  Code,  Metropolitan 
Area  Code,  Security  Clearance  Level,  Reemployed  Employee  Code, 
Retired  Military  Service  and  Component,  Date  of  Military  Retire¬ 
ment,  Retirement  Rank,  Retirement  Location,  Retired  Military  Start¬ 
ing  Civilian  Grade,  Retired  Military  Starting  Civilian  Position,  Re¬ 
tired  Military  Starting  Civilian  Area,  Reserve  Status,  Reserve  Serv¬ 
ice,  Reserve  Rank,  Reserve  Title,  Reserve  Job  Code,  Reserve  DCA 
Skill  Code,  Reserve  Expected  Separation  Date,  Mobilization  Code, 
Position  Code,  Position  Description  Number,  DCA  Skill  Code,  Job 
Title,  Career  Field,  Civilian  Job  Code,  Function  Code  for  Scientists 
and  Engineers,  Rotation  Date,  Not-to-Exceed  Code,  Not-to-Exceed 
Date,  Nature  of  Action  Code,  Nature  of  Action  Date,  Performance 
Rating  Date,  Performance  Rating  Code,  Supervisor  Code,  Trainee 
Code,  Reason  for  Departure  Code,  Agency  to  Which  Leave  Record 
Sent,  Date  Leave  Record  Sent,  Agency  to  Which  Personnel  File 
Sent,  Job  Opportunity  Announcement  Number,  Military  Requisition 
NUmber,  Security  Investigation  Date);  military  service  information 
(Date  Entered  Military  Service,  Service  Component,  Branch  of  Serv¬ 
ice,  Date  of  Commission,  Expected  Separation  Date,  Primary  Job 
Code,  Secondary  Job  Code,  Tertiary  Job  Code,  Added  Job  Code, 
Source  of  Commission,  Permanent  Grade,  Date  of  Permanent  Grade, 
Special  Qualifications  Code,  Special  Career  Program,  General  Test 
Score,  Date  of  Proficiency  Test,  Proficiency  Pay,  Date  of  Last 
Physical,  Date  of  Last  Photo,  Military  Education  Level,  Military 
School  Attended,  Date  Attended  Military  School,  Rating  Official, 
Military  Performance  Rating,  Military  Job  Code,  Temporary  Grade, 
Office  Assignment  of  Military  Rater,  Indorsing  Official,  Office  As¬ 
signment  of  Military  Indorser,  MOS  Prefix,  MOS  Suffix);  civilian 
federal  employment  (Service  Computation  Date,  Date  Entered  Fed¬ 
eral  Service,  Veterans  Preference,  Reduction  In  Force  Code,  Tenure 
Group.  Probation  Start  Date,  Career  Start  Date,  Leave  Category, 
Handicap  Code,  Position  Occupied  Code);  education  (Education 
Level,  University  Attended,  Academic  Speciality,  Year  of  Degree, 
Education  Notes);  experience  information  (Previous  Employer,  Pre¬ 
vious  Job  Title.  Previous  DCA  Skill  Code,  To-From  Dates  of  Previ¬ 
ous  Employment):  training  and  career  appraisals  (Type  of  Training, 
Purpose  of  Training,  Source  of  Training,  Training  Facility,  Course 
Number,  Course  Name,  On  Duty  Training  Hours,  Off  Duty  Training 
Hours,  Direct  Training  Costs,  Indirect  Training  Costs,  Date  of  Train¬ 
ing,  Training  Status,  Training  Sponsor,  Special  Interest  Training, 
Degree  Program  School,  Type  of  Degree  Program,  Academic  Speci¬ 
ality  of  Degree  Program,  Credits  Remaining  for  Degree);  (Date  of 
Career  Appraisal,  Date  of  Career  Training,  Competence  Rating, 
Quality  of  Work  Rating,  Written  Work  Rating,  Oral  Expression 
Rating,  Cooperation  Rating,  Stability  Rating,  Supervision  Rating, 
Career  Development  Job  Title,  Career  Development  Rotation  Area, 
Career  Development  Rotation  Office,  Career  Development  Rotation 
Other  Agency);  awards  and  recognition  (Type  of  Award,  Date  of 
Award,  Amount  of  Award,  Tangible  Award,  Intangible  Award); 
benefits  (Federal  Employees  Group  Life  Insurance  Coverage;  Feder¬ 
al  Employees  Health  Benefits  Plan,  Federal  Employees  Health  Bene¬ 
fits  Carrier,  Retirement  System);  publications  (Title,  Related  DCA 
Skill  Code,  Date  of  Publication,  Place  of  Publication,  Title  of  Period¬ 
ical);  professional  societies  (Nae  of  Society,  Offices  Held  in  Society, 
To-From  Membership  Date);  union  affiliation  (Name  of  Union, 
Union  Office  Held,  To-From  Membership  Date);  locator  information 
(Home  Phone  Number,  Office  Phone  Number,  DCA  Building 
Number,  Room  Number). 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  133(b). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

DCA  and  DCA  Field  Activities  -  collect  and  maintain  personal 
data  for  internal  management  purposes  and  to  meet  external  report 
rrauirements.  Data  is  used  by  the  Director,  DCA  and  those  C>CA 
officials  to  whom  the  Director  has  delegated  authority  to  command, 
organize,  direct,  and  manage  the  DCA  and  DCA  Field  Activities. 

Civil  Service  Commission  and  Department  of  Defense  •  data  is 
used  for  statistical  and  by  name  reports. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  % 

Computer  magnetic  tapes/disks/drums  and/or  punched  cards. 

Retrievability: 

Retrieved  by  SSAN  or  random  access. 

Safeguards: 

System  is  in  areas  accessible  only  to  authorized  personnel  who  are 
properly  screened,  cleared  and  trained.  Building  employs  security 
guards  to  control  access.  Computer  software  restricts  access  by  use 
of  a  series  of  passwords  and  levels  of  security  codes  for  each  data 
element. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  the  active  system 
during  the  individuals  employment/assignment  to  DCA.  Upon  depar¬ 
ture  from  DCA,  individual  records  are  transferred  to  a  history  file 
within  DCA. 

System  manager(s)  and  address: 

Chief,  Plans  and  Analysis  Division,  Code  730,  Office  of  the  Assist¬ 
ant  to  the  Director  for  Personnel,  Hq  DCA. 

Notification  procedure: 

Personnel  currently  assigned  to/employed  by  Headquarters  DCA 
or  personnel  formerly  assigned  to  DCA  and  DCA  Field  Activities 
may  obtain  information  from: 

Assistant  to  the  Director  for  Personnel 
Defense  Communications  Agency 
8th  &  S.  Courthouse  Road 
Arlington,  Va.  22204 

Personnel  currently  assigned  to/employed  by  DCA  Field  Activi¬ 
ties  may  obtain  information  by  contacting  the  Commander  of  their 
organization. 

For  personal  visits,  requests  for  information  concerning  an  individ¬ 
ual  must  contain  name  and  SSAN.  Proof  of  identity  is  either  an 
employee  ID  card  or  driver’s  license. 

Record  access  procedures: 

Contact  the  Assistant  to  the  Director  for  Personnel  for  information 
concerning  access  to  individual  records.  The  official  mailing  address 
is  in  the  Department  of  Defense  directory  in  the  apendix  to  the  DCA 
systems  notice. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  in  the  system  is  obtained  from  the  individual  either 
verbally  or  in  writing  and  from  source  documents  found  in  individual 
Official  Personnel  Folders/Files  or  submitted  by  employee  supervi¬ 
sors,  personnel  office  employees,  EEO  officials,  and  security  office 
employees. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.035 

System  name: 

602-11  Active  Application  Files  (Applicant  Supply  Files)  • 

System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA)  • 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Applicants  for  employment  with  DCA  organizations  in  the  Wash¬ 
ington  Metropolitan  Area  for  positions  which  the  organizations  have 
beenauthorized  by  the  Civil  Service  Commission  to  make  temporary 
or  term  appointments  outside  Civil  Service  Commission  registers. 

Categories  of  records  in  the  system: 

File  contains  copies  of  Standard  Form  170,  Application  for  Federal 
Employment,  Standard  Form  171,  Personal  Qualifications  Statement, 
Standard  Form  172  Supplemental  Experience  and  Qualifications 
Statement,  Qualifications  evaluations  of  the  applicants,  positions  for 
which  application  is  made,  opening  date  for  acceptance  of  applica¬ 
tions  and  date  that  recruitment  for  the  position  is  closed,  priority 
groupings,  alphabetic  index  of  applications  on  file,  index  to  the  eligi¬ 
ble  applicants  by  occupational  area,  priority  group  and  grade,  name 
of  individual  selected  and  date  of  selection  for  appointment,  qualifica- 
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tions  standard  used,  written  record  of  the  positive  efTorts  made  to 
recruit  preference  eligibles  for  any  appointment  of  a  non-preference 
eligible  to  a  restrict^  position  and  correspondence  relating  to  the 
file. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  333,  Appendix  A,  Mechanics 
of  the  Applicant  Supply  System 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  prescribed  by  Civil  Service  Commission  regulations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retric-vahility: 

information  is  accessed  and  retrieved  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  arc  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared,  trained  and  their  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal: 

Reconls  are  not  permanent.  They  are  retained  for  two  years  or 
after  receipt  of  a  Civil  Serx’ice  Commission  rep«srt  of  inspection  of  , 
the  agency's  cixilian  personnel  program,  whichever  occurs  first,  and 
then  desiroyed. 

System  manager(s)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  700.  Headquarters,  DCA  ' 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  EXT,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel.  Cixihan  Personnel  Division,  Code  720,  Headquarters, 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DC.A  field  activity  in  the  Washington,  DC.  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  retjuired  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  pr<K>f  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver's  license 

Rc-cord  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Ccxie  720,  Headquar¬ 
ters,  DC.A 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  DC,  metro¬ 
politan  area. 

The  official  mailing  addresses  arc  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency's 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

1  he  .Agency's  rules  for  access  to  records  and  for  comesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSM.AN.AGER. 

Record  source  categories: 

Individuals  submitting  applications  for  employment,  civilian  per¬ 
sonnel  office  staff,  selecting  officials,  Civil  Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.04 

System  name: 

Priority  Reus.signment  Eligibles  File 

System  location: 

Civilian  Personnel  Division,  Code  720,  Office  of  the  Assistant  to 
the  Director  for  Personnel,  Headquarters,  Defense  Communications 
Agency  (DCA). 

Categories  of  individuals  covered  by  the  system: 

DCA  civilian  employees  who  are  assigned  to  DCA  activities  locat¬ 
ed  at  the  Headquarters  DCA  compound  and  the  Military  Communi¬ 
cations- Electronics  Board  whose  positions  have  been  declared  excess 


to  current  or  planned  Joint  Table  of  Distribution  (JTD)  authoriza¬ 
tions. 

Categories  of  records  in  the  system: 

File  contains  a  Reassignment  List  comprised  of  employees  who  are 
in  positions  which  are  not  authorized  by  current  or  planned  JTD’s, 
positions  for  which  the  employee  qualifies  for  rea.ssignment  and  a 
record  of  the  action  taken  for  each  employee. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  331,  Reduction  in  Force 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  personnel  in  the  Civilian  Personnel  Division,.  Headquar¬ 
ters,  DCA  to  screen  the  Reassignment  List  tc  identify  employees 
who  are  qualified  for  vacant  positions  and  to  maintain  a  record  of 
action  taken  for  each  referred  employee. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  filed  in  loose  leaf  folder. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name 

Safeguards: 

.Building  employs  security  guards.  Records  are  maintained  in  area 
accessabie  only  to  authorized  personnel  -who  are  properly  screened, 
cleared  and  trained  and  whose  duties  require  them  to  be  in  the  area 
where  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  until  the  indix  iduul 
is  reassigned  to  an  authorized  DCA  JTD  position  or  terminates  his/ 
her  employment  with  DCA  and  subsequently  destroyed. 

System  manager(s)  and  address: 

Office  of  the  Assistant  to  the  Director  for  Persivnnel.  Cixie  7(X). 
Headquarters,  DCA 

Notification  procedure: 

Requests  should  be  addressed  to  the  Chief,  Civilian  Personnel 
Division,  Code  720,  Headquarters,  DCA.  The  individual's  full  name 
and  office  code  to  which -assigned  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  The  requestor  may 
visit  the  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 
to  obtain  information  on  whether  the  system  contains  records  per¬ 
taining  to  him  or  her.  As  proof  of  identity,  the  requestor  must 
present  either  a  current  DCA  ideiitication  badge  or  a  driver's  license. 

Record  access  procedures: 

Contact  the  Chief,  Civilian  Personnel  Division,  Code  720,  Head¬ 
quarters,  DCA.  The  official  mailing  address  is  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMAN.AGER. 

Record  source  categories: 

DCA  Comptroller  -  Joint  Table  of  Distribution;  Qualifications 
Stutcmciit  in  the  Official  Personnel  Folder  as  analyzed  by  a  perxonnel 
s|)ecialist;  and  selecting  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.0S 

System  name: 

Executive  Level  Position  Files 

System  location: 

Civilian  Personnel  Division,  CtxJe  720,  Headquarters,  Defense 
Communications  Agency  (DCA) 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  DCA  civilian  employees  assigned  to  an  execu¬ 
tive  level  position  (GS- 16, 17, 18  and  10  USC  1581  positions)  and  GS- 
15  employees  proposed  for  the  executive  level  position  category. 

Categories  of  records  in  the  system: 

Executive  Level  Position  Files  contain  the  names  of  the  individ¬ 
uals,  Official  Position  Description,  Civil  Service  Commission  Form 
915  Notification  of  Executive  Personnel  Vacancy,  Civil  Service 
Commission  Form  916  Request  for  Executive  Personnel  Action, 
Civil  Service  Commission  Form  917  Request  for  Approval  of  Execu- 
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live  Selection,  Standard  Form  171  Personal  Qualifications  Statement 
and  a  record  of  correspondence  pertinent  to  the  established/proposed 
supergrade  position.  Executive  Level  Position  Report  contains  the 
name  of  the  individual  assigned  to  an  established  or  proposed  execu¬ 
tive  level  position,  type  of  executive  level  authorization,  and  a  sum¬ 
mary  of  projected  actions  required  to  obtain  Department  of  Defense 
and  Civil  Service  Commission  approval  of  executive  level  positions. 

Authority  for  maintenance  of  the  system; 

Federal  Personnel  Manual  Chapter  305,  Employment  Under  the 
Executive  Assignment  System. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  staff  of  the  Office  of  the  Assistant  to  the  Director  for 
Personnel  to  compile  supporting  data  for  authorized  and  projected 
supergrades  and  to  provide  DCA  management  with  a  monthly  report 
of  the  status  of  executive  level  positions. 

Used  by  the  Director,  Vice-Director,  Chief  of  Staff,  Deputy  Di¬ 
rectors,  Deputy  Manager,  National  Communications  System,  Comp¬ 
troller;  Office  of  the  Counsel,  Assistant  to  the  Director  for  Adminis¬ 
tration  and  Commanders,  DCA  Field  Activities  located  in  the  Wash¬ 
ington  Metropolitan  Area  to  determine  executive  level  position  needs 
of  the  Agency  and  to  keep  abreast  of  the  status  of  current  and 
projected  executive  level  positions. 

Used  by  the  Department  of  Defense  to  review  DCA  requests  for 
establishment  of  supergrade  positions  and  approval  of  selections  for 
executive  level  positions. 

Used  by  the  Civil  Service  Commission  to  approve/disapprove  the 
agency  request  for  classification  of  executive  level  positions  and 
selection  for  executive  level  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  Records  stored  in  file  folders. 

Retri^ability: 

Information  is  accessed  and  retrieved  by  name,  position  title/ 
series/grade  and  organizational  location. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared,  trained  and  their  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal: 

Records  are  permanent. 

System  manager(s)  and  address: 

Office  of  the  Assistant  to  the  Director  for  Personnel,  Code  700, 
Headquarters,  DCA 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Chief,  Civil¬ 
ian  Personnel  Division,  Code  720,  Headquarters,  DCA.  The  full 
name  of  the  requesting  individual  will  be  required  to  determine  if  the 
system  contains  a  record  about  him  or  her.  The  requestor  may  visit 
the  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA  to 
obtain  information  on  whether  the  system  contains  records  pertaining 
to  him  or  her.  As  proof  of  identity  the  requestor  must  present  either 
a  current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Contact  the  Chief,  Civilian  Personnel  Division,  Code  720,  Head¬ 
quarters,  DCA.  The  official  mailing  address  in  the  Department  of 
Defense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency's  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Official  Personnel  Folder  Files;  DCA  Joint  Table  of  Distribution; 
correspondence  originating  in  DCA  staff  organizations.  Department 
of  Defense  and  the  Civil  &rvice  Commission. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.C6 

System  name: 

Report  of  Defense  Related  Employment 

System  location: 


Civilian  Personnel  Division.  Code  720,  Office  of  the  Assistant  to 
the  Director  for  Personnel,  Headquarters,  Defense  Communications 
Agency  (DCA) 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  DCA  who  were  previously  employed  by  or 
performed  services  for  defense  prime  contractor. 

Categories  of  records  in  the  system: 

Department  of  Defense  Form  1787,  Report  of  Defense  Related 
Employment  as  Required  by  Public  Law  91-121  and  lists  of  civilian 
employees  who  were  previously  employed  by  or  performed  services 
for  a  defense  prime  contractor. 

Authority  for  maintenance  of  the  system: 

Public  Law  91-121,  section  410. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Civilian  Personnel  Division  staff  to  assure  that  appli¬ 
cable  DCA  civilian  employees  submit  a  completed  DD  Form  1787  to 
review  information  as  submitted  for  the  possibility  of  a  violation  of 
the  law  or  Department  of  Defense  Directive,  and  to  transmit  a 
composite  listing  by  employee  name  and  defense  contractor  together 
with  completed  DD  Forms  1787  to  the  Assistant  Secretary  of  De¬ 
fense  (Manpower  and  Reserve  Affairs). 

Used  by  the  Assistant  Secretary  of  Defense  (Manpower  and  Re¬ 
serve  Affairs)  to  prepare  and  transmit  reports  to  the  President  of  the 
Senate  and  the  Speaker  of  the  House  of  Representatives. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability:  ^ 

Retrieved  by  employee  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared,  trained  and  their  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal: 

Records  are  retained  for  two  calendar  years  and  subsequently 
destroyed. 

System  managerts)  and  address: 

Office  of  the  Assistant  to  the  Director  for  Personnel,  Code  700, 
Headquarters,  DCA. 

Notification  procedure: 

Requests  should  be  addressed  to  the  Chief,  Civilian  Personnel 
Division,  Code  720,  Headquarters,  DCA.  The  individual’s  full  name 
and  office  code  to  which  assigned  will  be  required  to  determine  if 
the  system  contains  a  record  about  him  or  her.  The  requestor  may 
visit  the  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 
to  obtain  information  on  whether  the  system  contains  records  per¬ 
taining  to  him  or  her.  As  proof  of  identity,  the  requestor  must 
present  either  a  current  DCA  identification  badge  or  a  driver’s  li¬ 
cense. 

Record  access  procedures: 

Contact  the  Chief,  Civilian  I’erstmnel  Division,  Code  720,  Head¬ 
quarters.  DCA.  The  official  mailing  address  is  in  the  Department  of 
Defense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSNJANAGER 

Record  source  categories: 

Individual  employees  submitting  the  DD  Form  1787. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K7«0.07 

System  name; 

Employee  Record  File 

System  location: 

These  cards  are  maintained  by  all  supervisors  of  civilian  employ¬ 
ees. 

Categories  of  individuals  cohered  by  the  system: 

Civilian  employees  of  DCA  organizations  in  the  Washington  Met¬ 
ropolitan  Area. 
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Categories  of  records  in  the  system: 

Standard  Form  7B,  Employee  Record  Card. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Supplement  293-31,  Subchapter  S7-2, 
Employee  Record 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  nses: 

Used  by  operating  officials  as  a  source  of  data  to  initiate  requests 
for  personnel  actions,  to  plan  and  schedule  employee  training  to 
counsel  employees  on  their  performance,  to  establish  a  basis  for 
proposing  commendations  or  disciplinary  actions  and  to  carry  out 
their  personnel  management  responsibilities  in  general. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Vertical  File  Cards. 

Retrievability: 

Information  is  accessed  and  retrieved  by  employee  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
accessible  only  to  authorized  personnel  who  are  properly  screened 
and  cleared  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  Cards  for  employees  who  are  moving 
within  the  Agency  are  sent  to  the  new  operating  office;  Cards  of 
employees  who  terminate  employment  with  DCA  are  destroyed. 

System  managerts)  and  address: 

Office  of  the  Assistant  to  the  Director  for  Personnel,  Code  700, 
Headquarters,  DCA 

Notification  procedure: 

Requests  should  be  addressed  to  the  employee’s  supersisor.  The 
individual's  full  name  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her. 

Record  access  procedures: 

The  individual  can  contact  his/her  supervisor  to  gain  access  to  the 
record.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 
fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Official  Personnel  Folder,  individual  employees,  supervisors  of  em¬ 
ployees,  official  personnel  actions,  civilian  personnel  staff. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.08 

System  name: 

USAF  CAREER  MOTIVATION  PROGRAM 

System  location: 

Military  Personnel  Division,  Code  710,  Headquarters.  Defense 
Communications  Agency  (DCA)  and  Field  Activities  Administrative 
Offices. 

Categories  of  individuals  covered  by  the  system: 

Records  are  maintained  on  enlisted  personnel  of  the  Air  Force 
currently  assigned  to  the  Defense  Communications  Agency. 

Categories  of  records  in  the  system: 

Files  contain  personal  identification,  biographical  data,  and  record 
of  all  career  motivation  and  reenlistment  counselling. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

DCA  and  Air  Force  use  to  provide  career  information  and  coun¬ 
seling  to,  the  Air  Force  member  and  his  family  to  enable  an  intelli¬ 
gent  car^r  decision. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders  and  locked  in  filing  cabinets. 


Retrievability: 

Information  is  accessed  and  retrieved  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  that  are  properly 
screened,  cleared,  and  their  duties  require  them  to  be  in  the  area 
where  the  records  are  maintained. 

Retention  and  disposal: 

Records  are  maintained  during  the  period  of  assigment  of  Air 
Force  enlisted  personnel  to  E>CA  Headquarters  and  Field  Activities 
worldwide.  They  accompany  the  individual  airman  upon  reassign¬ 
ment  from  the  Agency. 

System  managerts)  and  address: 

Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA  and  Commanders,  DCA  Field  Activities, 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Assistant  to 
the  Director  for  Personnel,  Code  700,  Headquarters,  DCA.  The  full 
name,  rank,  and  social  security  number  of  t^  requesting  individual 
will  ^  required  to  determine  if  the  system  has  a  record  about  the 
individual.  The  requestor  may  visit  the  Military  Personnel  Division, 
Code  710,  Headquarters,  DCA  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  the  individual.  As  proof  of 
identity  the  requestor  will  present  his  U.S.  Armed  Forces  Identifica¬ 
tion  Card. 

Record  access  procedures: 

For  personnel  assigned  to  DCA  Field  Activities  request  should  be 
addressed  to  the  appropriate  activity  commander.  Contact  the  Assist¬ 
ant  to  the  Director  for  Personnel,  Code  700,  Headquarters,  DCA  or 
Commander  of  the  appropriate  DCA  Field  Activity.  The  official 
mailing  addresses  are  in  the  Department  of  Defense  Directory  in  the 
appendix  to  the  Defense  Communications  Agency’s  Systems  Notice 
and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  from  the  SYSMANAGER 

Record  source  categories: 

Basic  source  of  data  is  furnished  by  the  Department  of  Air  Force 
via  Air  Force  Form  173. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.09 

System  name: 

603-02  Service  Record  Card  Files 

System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA) 

DecentralizeD  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  or  former  civilian  employees  of  DCA  organiza¬ 
tions. 

Categories  of  records  in  the  system: 

File  contains  Standard  Form  7,  Service  Record;  Standard  Form 
7A,  Service  Record  Continuation;  and.  Standard  Form  7D,  Position 
Identification  Strip 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Supplement  293-31,  Subchapter  S2,  The 
Service  Control  File 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  prescribed  by  Civil  Service  Commission  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Vertical  file  cards  in  metal  and  cardboard  containers. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name  and  organizational 
location. 

Safeguards: 
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Recoreds  are  maintained  in  area  accessible  only  to  authorized 
personnel  who  are  properly  screened,  cleared  and  trained  and  whose 
duties  require  them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  in  an  active  file 
until  the  individuals  terminate  their  employment  with  DCA;  held  for 
five  additional  years  in  an  inactive  Tile  in  DCA  and  then  transferred 
to  Washington  National  Records  Center  where  they  are  held  for  an 
additional  ten  years  and  subsequently  destroyed. 

System  managerts)  and  address: 

Primary  System  •  Office  of  the  Assistant  to  the  Director  for 
Personnel,  C(^e  700,  Headquarters,  DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  Ststem  -  Office  of  the  Assistant  to  the  Director  for  Per¬ 
sonnel,  Civilian  Personnel  Division,  Code  720,  Headquarters,  DCA 

Decentralized  Segments  •  Civilian  Personnel  Offices  of  the  appro¬ 
priate  EX^A  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  reauired  to 
determine  if  the  system  contains  a  record  about  him  or  tier.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  liense. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  DCA 

Decentralized  Segments  •  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  DC,  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Official  Personnel  Folder  Files 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.10 

System  name: 

603-08  Annual  Cla.ssification  Maintenance  Review  File 

System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
dc,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

DCA  civilian  employees. 

Categories  of  records  in  the  systpm: 

File  contains  a  report  of  the  annual  classification  maintenance 
review  by  individual  employee,  peisition  description  number,  position 
title/series/grade 

Authority  for  maintenance  of  the  system: 

Section  1310  of  the  Supplemental  Appropriation  Act,  I9S2  as 
amended  (5  USC  3101,  Note)  Whitten  Amendment 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Civilian  Personnel  organizations  ~  used  to  identify  positions  sub¬ 
ject  to  the  annual  maintenance  classification  review  and  to  take 
appropriate  position  classification  action  for  positions  which  require 
adjustments. 

Civilian  employees  and  supervisors-used  to  identify  the  need  for 
each  position  and  to  certify  the  accuracy  and  completeness  of  each 
officially  classified  position. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 


Retrievability: 

Retrieved  by  employee  name  and  position  description  number. 

Safeguards:  Records  are  maintained  in  area  accessible  only  to  au¬ 
thorized  personnel  who  are  properly  screened,  cleared  and  trained 
and  whose  duties  require  them  to  be  in  the  area  where  records  are 
maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  in  active  file  for 
two  calendar  years  and  then  destroyed. 

System  manageKs)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Ctxle  700,  Headquarters,  DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Civilian  Personnel  Division,  Code  720,  Headquarters, 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  EXT,  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  required  to  mine 
if  the  system  contains  a  record  about  him  or  her.  The  requestor  may 
visit  the  applicable  civilian  personnel  office  to  obtain  information  on 
whether  the  system  contains  records  pertaining  to  him  or  her.  As 
proof  of  identity  the  requestor  must  present  either  a  current  EX^A 
identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  A.ssistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  EX!A 

E>ecentralized  Segments  -  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  EXA  field  activity  in  the  Wa.shington,  EX,  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  rquestor 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  in  the  system  is  obtained  from  the  Personnel  .Manage¬ 
ment  Information  System,  Official  Positon  Descriptions,  civilian  em¬ 
ployees  and  their  supervisors,  and  civilian  personnel  employees. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.il 

System  name: 

61)2-18  Promotion  Register  and  Record  Files 

System  location: 

Primary  System  -  Civilian  Personnel  Division.  Code  720.  OtTice  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters.  Defense 
Communications  Agency  (EXA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC.  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Candidates  who  apply  for  job  vacancies  under  the  EXA  Civilian 
Merit  Promotion  Program 

Categories  of  records  in  the  system:  I'he  file  contains  the  Job 
Opportunity  Announcement;  list  of  candidate.s;  rating  sheets;  evalua¬ 
tion  instrument;  supervisory  appraisals;  EXA  Form  237,  Eligibility 
List;  SF  171.  Personal  Qualifications  Statements;  DCA  Form  326, 
Applicants  Card  Record;  and  other  supporting  diKumentation  gener¬ 
ated  in  the  evaluation  of  candidates. 

Authority  for  maintenance  of  the  system: 

Federal  Perstinnel  Manual,  Chapter  335,  Promotion  and  Internal 
Placement 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Civilian  Personnel  Office  staffs  to  prepare  and  issue 
Job  Opportunity  Announcements;  evaluate  candidates’  qualifications 
and  develop  promotion  certificates  in  coordination  with  promotion 
panels  and  supervisors,  notify  candidates  of  selection  or  nonselection, 
monitor  the  EXA  Civilian  Merit  Promotion  Program,  and  to  other¬ 
wise  complete  and  document  merit  promotion  actions. 
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Used  by  supervisors  and  members  of  promotion  panels  to  evaluate 
candidates,  interview  candidates  and  to  notify  the  Civilian  Personnel 
Office  staffs  when  selections  are  made. 

Used  by  Department  of  Defense  and  Civil  Service  Commission 
inspectors  to  review'  promotion  actions  for  compliance  with  merit 
promotion  policy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

information  is  accessed  and  retrieved  by  employee  name  and  Job 
Opportunity  Announcement  Number. 

Safeguards; 

Records  are  maintained  in  area  accessible  only  to  authori2ed  per¬ 
sonnel  who  are  properly  screened,  cleared  and  trained  and  whi^ 
duties  require  them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  in  active  file  for 
two  calendar  years  and  subsequently  destroyed. 

System  managerts)  a.id  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel.  Code  700,  Headquarters,  Defense  Communications 
Agency  Directors  of  DCA  field  activities  in  the  Washington,  DC. 
metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel.  Civilian  Personnel  Division,  Code  720,  Headquarters,  De¬ 
fense  Communications  Agency 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  require^d  to 
determine  if  the  system  .contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether- the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures; 

Primary  System  -  Ciintact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Persiinnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  Defense  Communications  Agency 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  DC,  ir.etrtv 
piililan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency's 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  enn- 
tenrs  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories:  Job  application  from  individuals,  current 
and  former  supervisory  appraisals.  Official  Personnel  Folder,  promo¬ 
tion  panels  and  civilian  personnel  office  staff,  selecting  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.12 

System  name: 

b02-10  Civil  Serxice  Certificate  Files 

System  location; 

Primary  System  -  Civilian  Personnel  Division,  Code  720,  OlTice  of 
the  Assistant  to  the  Director  for  Personnel.  Headquarters.  Defense 
Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC.  metropolitan  area. 

Categories  of  individuals  covered  by  the  system:  • 

Applicants  who  are  eligible  for  competitive  appointments  from 
Civil  Service  Commission  registers  to  positions  in  DCA  organiza¬ 
tions. 

Categories  of  records  in  the  sy  stem: 

File  contains  copies  of  Standard  Form  39,  Request  for  Certifica¬ 
tion,  Civil  Service  Commission  Form  1844,  Certificate's  of  Eligibics, 
Civil  Service  Commission  Form  2934,  Statement  of  Reasons  for 
Passing  Over  and  Preference  Eligible  and  Selecting  a  Nonpreference 


Eligible,  Civil  Service  Commission  Form  775,  Authority  to  Examine 
and  Appoint  Under  Open  Examination,  and  related  correspondence 
supporting  the  action. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  332,  Recruitment  and  Selec¬ 
tion  Through  Comptetitive  Examination. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  prescribed  by  Civil  Service  Commission  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  •. 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  position  title  and  position 
description  number. 

Safeguards: 

Records  are  maintained  in  area  accessible  only  to  authorized  per- 
sivnne!  who  are  properly  screened,  cleared  and  trained  and  whose 
duties  require  them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  for  two  calendar 
years  and  subsequently  destroyed. 

System  managerts)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Headquarters,  DCA. 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metrop<v!itan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Civilian  Personnel  Division,  Code  720,  Headquarters. 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  a)f  the  requesting  individual  will  be  required  to 
detetmine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  cither  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Perstmnel  Office  at 
the  apr>ropriate  DCA  field  activity  in  the  Wa.shington,  DC.  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMAN.^GER. 

Record  source  categories: 

Civil  Service  Commission  certificates  of  eligibles  and  rep»irts  of 
action  taken  on  certificates  of  eligibles. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.13 

System  name: 

602-26  Retention  Register  Files  (Reduction-in-Force) 

System  location: 

Primary  System  -  Civilian  Perstmiiel  Division.  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters.  Defense 
Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington. 
DC.  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  organizations  who  compete  during  a  Reduc- 
tion-In-Force  (RIF);  civilian  employees  who  receive  a  RIF  notice 
and  are  eligible  for  registration  in  the  Department  of  Defense  Pro¬ 
gram  for  Stability  of  Civilian  Employment  and  the  Civil  Service 
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Commission  Displaced  Employee  Program  and  the  Reemployment 
Priority  List. 

Categories  of  records  in  the  system: 

File  contains  copies  of  Retention  Registers  and  Reduction-in-Force 
Notices,  Civil  Service  Commission  Displaced  Employee  Program 
Registration;  Department  of  Defense  Form  1817,  Program  for  Stabil¬ 
ity  of  Civilian  Employment  Registration;  Reemployment  Priority 
List,  Qualifications  Appraisal.  * 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  351,  Reduction-in-Force 

Department  of  Defense  Directive  1400.20,  Program  for  Stability  of 
Civilian  Employment  in  the  Department  of  Defense 

Department  of  Defense  Program  for  Stability  of  Civilian  Employ¬ 
ment  Policies,  Procedures  and  Programs  Manual,  DoD  1400.20- 1-m. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  prescribed  by  Civil  Service  Commission  and  Department 
of  Defense  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  computer  printout  of  Retention 
Registers. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name. 

Safeguards: 

Records  are  maintained  in  area  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened  and  cleared  and  whose  duties 
require  them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  for  five  years  and 
subsequently  destroyed. 

System  manager($)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  C^e  700,  fleadquarters,  DCA. 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from; 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Civilian  Personnel  Division,  Code  720,  Headquarters, 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contais  records  pertaining  to  him 
or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  DCA 

Decentralized  Segments  •  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  DC,  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures:  ’ 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Official  Personnel  Folder,  computer  printout  of  retention  register,- 
DCA  management,  individual  employees  and  supervisors,  civilian 
personnel  office  staff,  official  position  description.  Civil  Service  Com¬ 
mission,  Department  of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.15 

System  name: 

■  603-05  Chronological  Journal  Files 

System  location: 


Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (IXTA) 

Decentralized  Segments  -  DCA  field  activities  in  the  W’ashington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  or  former  civilian  employees  of  DCA  organiza¬ 
tions  for  whom  a  personnel  action  affecting  their  employment  with 
DCA  was  processed  within  the  last  two  calendar  years. 

Categories  of  records  in  the  system: 

File  contains  copies  of  Standard  Form  50,  Notification  of  Person¬ 
nel  Action,  Standard  Form  50A,  Notice  of  Short  Term  Employment 
and  list  forms  used  in  lieu  of  Standard  Form  50. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Supplement  239-31,  Subchapter  S3,  The 
Chronological  Journal  File 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  prescribed  by  Civil  Service  Commission  regulations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  filed  in  three-ring  binders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name  or  type  of  personnel 
action. 

Safeguards: 

Records  are  maintained  in  area  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened,  cleared  and  trained  and  whose 
duties  require  them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  for  two  calendar 
years  and  subsequently  destroyed. 

System  manager(s)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  C^e  700,  Headquarters,  DCA 

Decentralized  Segments  •  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Civilian  Personnel  Division,  Code  720,  Headquarters, 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  DCA 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  IX^,  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Official  Personnel  Folder  Files,  official  position  description,  indi¬ 
vidual  employees,  supervisors  of  employees,  civilian  personnel  stafi 
members,  and  Civil  Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700,16 

System  name: 

Classification  Appeals  File 
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System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  'Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA) 

Decentralized  Segments  •  DCA  Held  activities  in  the  Washington. 
EXT,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  DCA  who  appeal  a  position  classification 
action  to  the  Agency;  civilian  employees  who  appeal  a  classification 
action  to  the  Civil  Service  Commission  and  Agency  appeals  to  the 
Civil  Service  Commission. 

Categories  of  records  in  the  system: 

Official  position  description  of  the  employee  and  the  supervisor 
evaluation  statements,  organizational  charts,  employee/supervisor 
statements  concerning  completeness  and  accuracy  of  the  position 
description  and  related  correspondence. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  Sll,  Classification  Under  the 
General  Schedule;  Chapter  532,  Coordinated  Federal  Wage  System 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the'civilian  personnel  office  staff  to  process  classification 
appeals  and  render  classification  decisions;  to  advise  employees  of 
classification  decisions;  to  submit  information  concerning  employee 
and  agency  appeals  to  the  Civil  Service  Commission;  and  as  a  refer¬ 
ence  document  for  future  classification  actions. 

Used  by  the  Civil  Service  Commission  to  process  classification 
appeals  and  to  notify  the  agency  and  employees  of  classification 
decisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  employee  name 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
accessible  only  to  authorized  personnel  who  are  properly  screened 
and  cleared  and  whose  duties  require  them  to  be  in  the  area  where 
records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  destroyed  uhen  obsolete. 

System  manager(s)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Headquarters,  DCA. 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  EX!,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personne,  Civilian  Personnel  Division,  Code  720,  Headquarters, 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  of  the  rquesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  EXA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  DCA 

EXcentralized  Segments  -  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  EXA  field  activity  in  the  Washington,  DC,  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  EXpartment  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
SN  stems  notice  and  should  be  referenced  by  the  rquestor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  he  obtained  from  the  SYSMANAGER. 

Record  source  categories: 


Civilian  personnel  office  employees,  DCA  management  officials 
appellant  and  their  supervisors,  and  Civil  Service  Commission. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K700.17 

System  name: 

603-01  Official  Personnel  Folder  Files  (Standard  Form  66) 

System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA) 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington. 
EX,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  DCA  organizations. 

Categories  of  records  in  the  system: 

Standard  Form  171  Personal  Qualifications  Statement  Standard 
Form  172  Supplemental  Experience  and  Qualifications  Statement 
Standard  Form  50  Notification  of  Personnel  Action  Standard  Form 
50A  Notice  of  Short  Term  Employment  Standard  Form  52  Request 
for  Personnel  Action  Standard  Form  15  Claim  for  Veteran’s  Prefer¬ 
ence  Standard  Form  51  Request  for  Insurance  Standard  Form  176 
Election,  Declination,  or  Waiver  of  Life  Insurance  Coverage, 
FEGLI  Standard  Form  I76A  The  Federal  Employees  Group  Life 
Insurance  Program  Standard  Form  54  Designation  of  Beneficiary, 
Group  Life  Insurance  Standard  Form  61  Appointment  Affidavits 
Standard  Form  61 B  Declaration  of  Appointee  Standard  Form  70 
Proof  of  Residence  Standard  Form  78  Health  Qualification  Place¬ 
ment  Record  Standard  Form  144  Prior  Federal  &  Military  Service 
Standard  Form  2809  Health  Benefits  Registration  Form  Standard 
Form  2810  Notice  of  Change  in  Health  Benefits  Enrollment  Standard 
From  39  Request  for  Certification  Standard  Form  39 A  Request  for 
FSEE  Certification  Standard  Form  59  Request  for  Approval  of  Non¬ 
competitive  Action  Standard  Form  75  Request  for  Preliminary  Em¬ 
ployment  Data  Standard  Form  144  Statement  of  Prior  Federal  and 
Military  Service  Standard  Form  161  Executive  Inventory  Record 
Standard  Form  161A  SF  161  Continuation  Sheet  DA  Form  2515 
Payroll  Change  Slip  Standard  Form  1 126  Payroll  Change  Slip  Stand¬ 
ard  Form  1152  Designation  of  Beneficiary,  Unpaid  Compensation  of 
Decea.sed  Employee  CA1/CA-1&2  Notice  of  Injury  of  Occupational 
Disease  DA25I5  Notice  of  Within  Grade/Pay  Adjustment  WAI8, 
WA8  Direct  Hire  Authority  Optional  Form  8  Position  Description 
DD  Form  214  Armed  Forces  of  the  United  States  Report  of  Trans¬ 
fer  or  Discharge  DD  Form  1559/1917  Employee  Career  Appraisal 
(Test)  DD  Form  1617  Transportation  Agreement  -  Overseas  Em¬ 
ployee  DD  Form  1618  Transportation  Agreement  -  Transfer  of  DoD 
Civilian  Employees  to  and  within  Continental  !  United  States  CSC 
Form  2800A  Proof  of  Selection  for  Career/Career  Conditional  Ap¬ 
pointment  CSC  Form  813  Request  for  Verification  of  Military  Serv¬ 
ice  DCA  Form  89  Service  Award  Work  Sheet  &  Recoid  DCA 
Form  103  Notice  of  Performance  Rating  DCA  Form  104  Recom¬ 
mendation  for  Outstanding  Performance  Rating  DCA  Form  222 
Quality  Salary  Increase  Recommendation  and  Approval  DCA  Form 
105  Recommendation  for  Performance  Award  Records  of  Training 
Civil  Service  Commission  Letters  authorizing  waivers  and  exceptions 
Official  Letters  of  Commendation  Debt  Correspondence  Official  Dis¬ 
ciplinary  Actions  Reduction-in-Force  Letters 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Supplement  293-31,  Subchapter  S5,  The 
Official  Personnel  Folder  File. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  prescribed  by  Civil  Service  Commission  Regulations  and 
to  provide  data  for  the  automated  Defense  Communications  Agency 
Personnel  Management  Information  System  (PERMIS) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  stored  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name. 

Safeguards: 

Records  are  maintained  in  l-ektriever  with  combination  lock  and 
are  accessible  only  to  authorized  personnel  who  are  properly 
screened,  cleared  and  trained  and  whose  duties  require  them  to  be  in 
the  area  where  r^ords  are  maintained. 

Retention  and  disposal: 
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Temporary  Records  -  Must  be  retained  in  the  Official  Personnel 
Folder  (left  side)  for  a  minimum  period  of  one  year  or  until  the 
eemployee  transfers  or  separates,  whichever  occurs  first,  except  that 
official  letters  of  admonishment,  warning,  caution,  reprimand,  and 
similar  disciplinary  action  papers  may  be  removed  at  any  time  if  it  is 
decided  later  that  the  action  was  unwarranted.  Otherwise,  most  tem¬ 
porary  records  may  remain  in  an  employee's  personnel  folder  as  long 
as  he  remains  with  the  same  agency,  except  that  letters  of  caution, 
warning,  admonishment,  reprimand,  and  similar  disciplinary  action 
papers  must  not  be  kept  in  the  folder  longer  than  three  years,  unless 
the  agency  has  received  an  exception  from  the  Civil  Service  Com¬ 
mission. 

Permanent  Records  -  Personnel  action  reports  and  other  dodu- 
ments  filed  on  te  right  side  of  the  folder  are  permanent  records  and 
'travel'  with  the  employee  throughout  his  or  her  entire  Federal 
career.  Records  are  maintained  in  DCA  until  the  individuals  termi¬ 
nate  theit  employment  with  DCA  and  subsequently  are  transferred  to 
another  government  agency  or  if  the  employee  is  separated  from  the 
Federal  service  the  records  are  transferred  to  the  National  Personnel 
Records  Center  (Civilian),  St.  Louis,  Missouri. 

System  managerts)  and  address: 

Primary  System  -  Office  of  the  Assistnat  to  the  Director  for 
Personnel,  Code  700,  Headquarters,  DCA 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
Washington,  DC,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Civilian  Personnel  Division,  Code  720,  Headquarters, 
DCA 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 

The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requestor  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  him 
or  her.  As  proof  of  identity  the  requestor  must  present  either  a 
current  DCA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  -  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  DCA. 

Decentralized  Segments  -  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  DC,  metro¬ 
politan  area. 

The  full  name  of  the  requesting  individual  will  be  required  to 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
systems  notice  and  should  be  referenced  by  the  requestor. 

Contesting  record  procedures: 

The  Agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Former  government  agencies  with  which  the  individual  was  em¬ 
ployed,  individual  employees,  supervisors  of  employees,  official  per¬ 
sonnel  actions,  military  service  records.  Civil  Service  Commission 
records,  and  information  listed  in  the  records  category  and  civilian 
personnel  staff. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K890.01 

System  name: 

Freedom  of  Information  Act  File  (FOIA) 

System  location: 

Central  -  Office  of  Civilian  Assistant  to  Chief  of  Staff,  DCA,  Code 
104.  Decentralized  -  DCA  Field  Activities  World-wide. 

Categories  of  individuals  covered  by  the  system: 

Persons  who  request  information  under  FOIA. 

Categories  of  records  in  the  system: 

Consists  of  (1)  policy  file  which  contains  DoD  Directive  5400.7, 
Availability  to  the  Public  of  DoD  Information,  14  February  1975; 
DCA  Instruction  210-225-1,  Availability  to  the  Public  of  EKIA  Infor¬ 
mation  31  March  1975;  USAF  Regulation  12-30,  Disclosure  of  Air 
Force  Records  to  the  Public,  19  February  1975;  Department  of 
Health,  Education  and  Welfare,  Public  Information,  contained  in 
Federal  Register  Vol  39,  Number  248,  Part  II,  24  December  1974; 


Commanders  Digest,  Vol  17,  Number  8,  Freedom  of  Information 
Actions,  18  February  1975;  DoD  Directive  5400.9,  Publication  of 
Proposed  and  Adopted  Regulations  Affecting  the  Public,  23  Decem¬ 
ber  1974;  and  DCA  Messages  to  Field  Activities  implementing  the 
FOIA.  (2)  Log  File  which  consists  of  a  record  of  all  written  requests 
for  information  under  the  FOIA  which  have  been  processed  within 
DCA  since  1  January  1975.  (3)  Correspondence  received  in  DCA 
relating  to  FOIA,  including  replies  thereto. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  552,  as  amended  by  P.  L.  93-502,  Freedom  of  Information 
'  Act. 

DoD  Directive  5400.7,  14  February  1975,  Availability  to  the 
Public  of  DoD  Information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  making  available  to  the  public  the  maximum  amount  of  infor¬ 
mation  concerning  the  operations  and  activities  of  DCA.  DCA  Man¬ 
agement  -  to  receive,  process,  and  respond  to  requests  for  informa¬ 
tion  under  FOIA.  DCA  Counsel  and  Director,  DCA  -  to  review  and 
deny  requests  for  information  under  provisions  of  FOIA  and  to 
forward  applicable  correspondence  to  DoD  when  the  denial  may  be 
contested  or  appealed. 

DoD  and  Department  of  Justice  -  for  review  and  in  event  of 
judicial  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  paper  records  in  file  folders. 

Retrievability: 

Retrieved  by  the  control  number  and  the  name  of  the  individual 
who  requested  the  information. 

Safeguards: 

Records  are  stored  in  a  locked  safe.  Records  pertaining  to  policy 
are  permanent.  Correspondence  maintained  for  two  years,  then  de¬ 
stroyed.  Records  are  maintained  in  areas  accessible  only  to  author¬ 
ized  personnel.  ^ 

Retention  and  disposal: 

All  records  (except  the  Authorities  which  are  permanent)  are  re¬ 
tained  by  Code  104,  Headquarters,  DCA,  for  two  years.  Logs  are 
kept  until  reference  need  expires. 

System  managcr(s)  and  address: 

Civilian  Assistant  to  the  Chief  of  Staff,  Headquarters,  DCA,  Code 
104,  Defense  Communications  Agency,  Washington,  D.C.  20305. 

Notification  procedure: 

Requests  from  individuals  relating  to  information  from  DCA 
Headquarters  or  DCA  Field  Activities  in  the  Wa.shington  Metropoli¬ 
tan  area  should  be  addressed  to  the  Civilian  Assistant  to  the  Chief  of 
Staff,  Code  104,  Headquarters,  DCA,  W'ashington,  D.C.  20305.  Re¬ 
quests  from  individuals  relating  to  information  from  DCA  Field 
Activities  outside  the  Washington  Metropolitan  area  should  be  ad¬ 
dressed  to  the  Commanders  of  those  activities.  Individual  must  pro¬ 
vide  his  full  name,  a  detailed  description  of  the  record  desired.  For 
personal  visits,  the  individual  must  present  proof  of  identity  to  in¬ 
clude  full  name  and  social  security  number  as  well  as  positive  identi¬ 
fication,  i.e.,  such  as  driver's  license,  etc.,  and  fully  identify  record 
desired. 

Record  access  procedures: 

Contact  Civilian  Assistant  to  the  Chief  of  Staff,  Headquarters, 
DCA,  Code  104.  The  mailing  address  is  listed  in  the  organization 
directory  of  the  Defense  Communications  Agency  published  in  the 
Federal  Register  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agencies’  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
mav  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

I  rom  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

As  specified  by  the  requested  record  system. 

K890.02 

System  name: 

Navy  Officers  Service  Record 

System  location: 

Military  Personnel  Division,  Code  710,  Headquarters,  Defense 
Communications  Agency  (DCA) 
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Categories  of  individuals  covered  by  the  system: 

Records  are  maintained  on  Navy  ofTicer  personnel  presently  as¬ 
signed  to  DCA  that  are  stationed  in  the  greater  Washington  Metro¬ 
politan  area. 

Categories  of  records  in  the  system: 

Records  contain  qualiHcation  records,  duty  status,  special  orders, 
assignment  actions,  personnel  action  requests,  and  suspense  items  for 
individuals  to  update  Military  Personnel  Record  maintained  by  the 
Navy  Branch,  Military  Personnel  Division,  The  category  of  data 
maintained  is:  personnel  identification,  assignment  history,  classfica- 
tion  history,  biographical  data,  promotion  history  and  eligibility, 
medical  profile  status  and  military  and  civilian  ^ucation  history. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  6011. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  collection  of  informa¬ 
tion  is  used  to  manage  the  Navy  Personnel  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders  and  locked  in  filing  cabinets. 

Retrievabilit) : 

Information  is  accessed  and  retrieved  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  that  are  properly 
screened,  cleared,  and  their  duties  require  them  to  be  in  the  area 
where  the  records  are  maintained. 

Retention  and  disposal: 

Records  are  maintained  during  the  period  of  assignment  of  Naval 
officers  to  DC.A  Headquarters  and  Field  Activities  in  the  W'ashing- 
lon  Metropolitan  area  and  accompany  the  individual  officer  upon 
reassignment  from  the  Agency. 

System  manager(s)  and  address: 

Assistant  to  the  Director  for  Personnel.  Code  ~(fi,  Headquarters. 
DCA. 

Notificatiun  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Assisiant  to 
the  Director  for  Personnel,  Code  700,  Headquarters,  DCA.  The  full 
name,  rank,  and  social  security  number  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  has  a  record  about  the 
individual.  The  requester  may  visit  the  Military  Personnel  Division, 
Code  710.  Headquarters,  DCA  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  the  individu;i!.  As  proof  of 
identity  the  requester  will  present  his  U.S.  Armed  Forces  hlentifica- 
tior.  Card. 

Record  access  procedures: 

Contact  the  Assistant  to  the  Director  for  Personnel.  Cixle  700,  Hq. 
DCA.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 
fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  Systems  Notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  rec¬ 
ords  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Basic  svmrces  of  data  are  furnished  by  the  Department  of  Navy. 
W'hen  the  officer  is  assigned  to  this  Agency  he  reports  in  with  his 
records.  This  data  is  updated  and  reviewed  by  the  officer  d-.iring  the 
inprocessing  phase  for  incoming  personnel.  Source  docume...s  in  this 
file  are;  NAVPERS  Forms:  601-8/2644/1000-22/7720-2/601-2/2716/ 
5521-429/5512-1/591/3076/  I070-74/998/601-13.'DD  Forms  1171/ 
528/802/803/214/214N. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K890.03 

System  name: 

Awards  Case  History  File 

System  location: 

Military  Personnel  Division,  Code  710,  Hq,  Defense  Communica¬ 
tions  Agency  (DCA).  Decentralized  Segment  •  Defense  Communica¬ 
tions  Operations  Center,  Allocations  and  Engineering  Division,  Code 
N230. 

Categories  of  individuals  covered  by  the  system: 


Records  are  maintained  on  military  personnel  of  the  Army,  Air 
Force,  Navy  and  Marine  Corps,  assign^  to  the  Defense  Communi¬ 
cations  Agency,  that  have  b^n  recommended  for  an  award  while 
a-ssigned/receiv^  an  award  that  was  presented  by  the  Director/Vice 
Director/or  received  a  promotion  and  the  ceremony  was  conducted 
by  the  Director/Vice  Director. 

Categories  of  records  in  the  system: 

Records  contain  recommendation  for  an  award,  citation,  memoran¬ 
dum  and  copy  of  ceremony  announcement  and  the  Director’s  brief 
sheet,  biographical  summary  sheet  and  minutes  of  the  awards  hoard 
meetings.  Categories  of  information  are;  Personnel  identification  and 
narrative  justification  for  an  award. 

Authority  for  maintenance  of  the  system: 

10  U.S.Code  1121. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  DCA  awards  personnel  to  manage  the  awards  pro¬ 
gram  of  this  Agency. 

Department  of  the  Army  uses  to  grant  or  deny  service  awards. 

Department  of  the  Navy  uses  to  grant  or  deny  service  awards 

Department  of  the  Air  Force  uses  to  grant  or  deny  service  awards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders  and  locked  in  filing  cabinets 

Retricvability: 

Information  is  accessed  and  retrieved  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  m  area 
which  is  accessible  only  to  authorized  personnel  that  are  properly 
screened,  cleared,  and  their  duties  require  them  to  be  in  the  are;» 
where  the  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  destroyed  2  years  after 
individual  has  departed  from  this  Agency/or  upon  approval  of  the 
award  whichever  is  later. 

System  nianager(s)  and  address; 

Assistant  to  the  Director  for  Personnel,  Co<le  700,  Headquarters. 
DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Assisiant  to 
the  Direetor  for  Personnel,  Code  7(X),  Hq,  DCA.  The  full  name, 
rank,  and  social  security  number  of  the  requesting  individual  will  he 
required  to  determine  if  the  system  has  a  record  about  the  individual. 
The  requester  may  visit  the  Military  Personnel  Division,  Cixle  710. 
Hq,  DCA  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  the  individual.  As  proof  of  idenliy  the  requester 
will  present  his  U.S.  Armed  Forces  ID  Card. 

Record  access  procedures; 

Contact  the  Assistant  to  the  Director  for  Personnel,  Code  700,  Hq. 
DCA.  1  he  official  mailing  addresses  are  in  the  DoD  Directory  in  the 
appendix  to  the  Defense  Communications  Agency’s  Systems  Noiice 
and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Activity/Area  Commanders,  Deputy  Directors,  Vice  Director,  Di¬ 
rector,  Comptroller,  Assistant  to  the  Director  for  Administration  and 
Assistant  to  the  Director  for  Personnel,  who  submit  recommenda¬ 
tions  for  awards  on  individuals  assigned  to  their  activity.  Source  data 
documents  are:  DA  Form  638,  Recommendation  for  Award  (Army), 
AF  Form  642,  Recommendation  for  Decoration  (Air  Force), 
NAVPERS  Form  1650/6,  Recommendation  for  Award  (Navy). 
Letter  recommendations  following  the  format  prescribed  in  DCA  I 
220-15-39. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K890.04 

System  name: 

Military  Personnel  Management/Assignment  Files 

System  location: 

Military  Personnel  Division,  Code  710,  Headquarters,  Defense 
Communications  Agency  (DCA). 
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Categories  of  individuals  covered  by  the  system: 

Records  are  maintained  on  military  personnel  of  the  Army,  Air 
Force,  Navy  and  Marine  Corps  currently  assigned  to  the  Defense 
Communications  Agency. 

Categories  of  records  in  the  system: 

Records  contain  qualification  records,  duty  status,  special  orders, 
assignment  actions,  personnel  action  requests,  and  suspense  items  for 
individuals  to  update  Military  Personnel  Records  maintained  by  the 
Military  Department’s  Personnel  Office.  The  category  of  data  main¬ 
tained  is:  personnel  identification,  assignment  history  and  eligibility, 
medical  profile  status  and  military  and  civilian  education  history. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  3012,  6011,  8012. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

DCA  uses  this  information  to  manage  the  military  personnel  as¬ 
signed.  The  majority  of  the  information  is  furnished  by  the  Military 
Departments,  lliis  information  is  used:  to  determine  acceptance/non¬ 
acceptance  for  assignment  to  this  Agency,  to  determine  requisition 
base,  to  determine  qualifications  for  requirements  peculiar  to  the 
Agency,  performance  evaluations,  position  manning  reports,  strength 
accountability,  data  upon  which  to  base  individual  requests  for  per¬ 
sonnel  actions,  and  biographical  and  statistical  reports  to  top  DCA 
management. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders  in  filing  cabinets. 

Retrievability: 

Information  is  access  and  retrieved  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  accessible  only  to  authorized  personnel  that  are  properly 
screened,  cleared,  and  their  duties  require  them  to  be  in  the  area 
where  the  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  destroyed  upon  reassignment 
from  DCA. 

System  managers)  and  address: 

Assistant  to  the  Director  for  Personnel,  Code  700,  Headquarters, 
DCA. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  Assistant  to 
the  Director  for  Personnel,  Code  700,  Headquarters,  DCA.  The  full 
name,  rank,  and  social  security  number  of  the  requesting  individual 
will  be  required  to  determine  if  the  system  has  a  record  about  the 
individual.  The  requester  may  visit  the  Military  Personnel  Division, 
Code  710,  Hq,  DCA  to  obtain  information  on  whether  the  system 
contains  records  pertaining  to  the  individual.  As  proof  of  identity  the 
requester  will  present  his  U.S.  Armed  Forces  Identification  Card. 

Record  access  procedures: 

Contact  the  Assistant  to  the  Director  for  Personnel,  Code  700,  Hq, 
DCA.  The  official  mailing  addresses  are  in  the  Department  of  De¬ 
fense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  Systems  Notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Basic  sources  of  data  are  the  Military  Departments:  Army,  Air 
Force  and  Navy.  Qualification  records  furnished  when  the  individual 
is  nominated  for  assignment  to  the  Agency.  The  types  of  forms  that 
are  used  as  source  data  are:  Army  DA  Form  2475-2  (Personnel  Data- 
SIDPERS),  DA  Form  31  (Request  and  Authority  for  Leave),  DA 
Form  2/2-1  (Qualification  Record),  PERSINCOM  Form  260  Officers 
Record  BrieO,  Special  Orders;  Air  Force  AF  Form  47  (Personnel 
Security  Certificate),  AF  Form  298-1  (Career  Brief  Officer),  AF 
Form  1074  (Career  Brief  Enlisted),  AF  Form  899  (Reassignment 
Orders),  AF  Form  152/988  (Leave  Forms),  AF  Forms  2095/2096/ 
2097/2098  (Personnel  Actions  Forms);  Navy  Career  Brief  Officers, 
NAVPERS  1070/602  (Dependency  Application/Record  of  Emer¬ 
gency  Data),  Orders,  OPNAV  Form  5521-420  (Certificate  of  Clear¬ 
ance),  NAVPERS  601-3  (Enlisted  Classification  Record). 
NAVPERS  601-4  (Navy  Occupation  and  Training  History), 
NAVTERS  601-9  (Enlisted  Performance  Record),  NAVPERS  Form 


1616/18  (Performance  Evaluation  Report);  Marine  Corps,  Career 
Brief.  All  services  file  letters,  messages  and  general  correspondence, 
DA  Form  2490  (Disposition  Form),  relative  to  the  individuals  as¬ 
signed  to  the  Agency. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K890.05 

System  name: 

Overseas  Rotation  Program  Files 

System  location: 

Primary  System  -  Civilian  Personnel  Division,  Code  720;  Office  of 
the  Assistant  to  the  Director  for  Personnel,  Headquarters,  Defense 
Communications  Agency  (DCA). 

Decentralized  Segments  -  DCA  field  activities  in  the  Washington, 
DC,  metropolitan  area. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  DCA  organizations  in  the  Continental 
United  States  (CONUS)  assigned  to  a  position  with  a  government 
organization  outside  the  CONUS. 

Categories  of  records  in  the  system: 

File  contains  copies  of  Standard  Form  30,  Notification  of  Person¬ 
nel  Action;  Standard  Form  55,  Notice  of  Conversion  Privilege, 
Group  Life  Insurance;  Standard  Form  56,  Agency  Certification  of 
Insurance  Status;  Standard  Form  171,  Personnel  Qualifications  State¬ 
ment;  Standard  Form  172,  Supplemental  Experience  and  Qualifica¬ 
tions  Statement;  Standard  Form  2810,  Notice  of  Change  in  Health 
Benefits  Enrollment;  DD  Form  1617,  Transportation  Agreement- 
Overseas  Employees;  DA  Form  2515,  Payroll  Change  Slip;  State¬ 
ment  of  Agreement;  Position  Description;  Request  for  Extension  of 
Reemployment  Rights;  General  correspondence^  pertaining  to  the 
overseas  assignment. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  301,  Overseas  Employment 

Department  of  Defense  Instruction  1404.3,  Standardized  Overseas 
Tours  of  Duty  for  United  States  Citizens  Employees  of  the  Depart¬ 
ment  of  Defense. 

Department  of  Defense  Instruction  1404.8,  Rotation  of  Employees 
from  Foreign  Areas  and  the  Canal  Zone. 

Department  of  Defense  Directive  1400.6,  Statement  of  Personnel 
Policy  for  Civilian  Personnel  of  the  Department  of  Defense  in  Over¬ 
seas  Areas. 

Department  of  Defense  Program  for  Stability  of  Civilian  Employ¬ 
ment  Policies,  Procedures  and  Programs  Manual,  DoD  1400.20-1-M. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  personnel  office  staff  as  a  source  document  to  resolve 
questions  concerning  overseas  employees  who  have  reemployment 
rights  to  DCA/CONUS  activities,  to  determine  placement  rights  and 
to  process  actions  for  the  exercise  of  reemployment  rights. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name  and  occupational 
location. 

Safeguards: 

Records  are  maintained  in  area  accessible  only  to  authorized  per¬ 
sonnel  who  are  properly  screened,  cleared  and  trained  and  whose 
duties  require  them  to  be  in  the  area  where  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  until  the  employee 
exercises  reemployment  rights  within  the  CONUS  and  are  subse¬ 
quently  destroyed. 

System  manager(s)  and  address: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Headquarters,  DCA. 

Decentralized  Segments  -  Directors  of  DCA  field  activities  in  the 
,  Washington,  DC,  metropolitan  area. 

Notification  procedure: 

Information  may  be  obtained  from: 

Primary  System  -  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Civilian  Personnel  Division,  Code  720,  Headquarters. 
DCA. 

Decentralized  Segments  -  Civilian  Personnel  Offices  of  the  appro¬ 
priate  DCA  field  activity  in  the  Washington,  DC,  metropolitan  area. 
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The  full  name  of  the  requesting  individual  will  be  required  to 
determine  if  the  system  contains  a  record  about  him  or  her.  The 
requester  may  visit  the  applicable  civilian  personnel  office  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
him  or  her.  As  proof  of  identity  the  requester  must  present  either  a 
current  I3CA  identification  badge  or  a  driver’s  license. 

Record  access  procedures: 

Primary  System  •  Contact  the  Office  of  the  Assistant  to  the  Direc¬ 
tor  for  Personnel,  Civilian  Personnel  Division,  Code  720,  Headquar¬ 
ters,  DC  A. 

Decentralized  Segments  •  Contact  the  Civilian  Personnel  Office  at 
the  appropriate  DCA  field  activity  in  the  Washington,  DC,  metro¬ 
politan  area. 

The  official  mailing  addresses  are  in  the  Department  of  Defense 
Directory  in  the  appendix  to  the  Defense  Communications  Agency’s 
system  notice  and  should  be  referenced  by  the  requester. 

Decentralized  Segments  -  Commander,  DCA-Westem  Hemisphere, 
Building  6286,  Fort  Carson,  Colorado  80913;  Commander,  Defense 
Commercial  Communications  Office,  Scott  Air  Force  Base,  Illinois 
62225. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  for  the  SYSMANAGER. 

Record  source  categories: 

Official  personnel  folder;  individual  employees;  personnel  office 
staff. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K890.06 

System  name: 

Card  File  for  Forwarding  Mail  of  Departed  Personnel 

System  location: 

Correspondence  and  Mail  Processing  Branch,  Code  212,  Head¬ 
quarters,  Defense  Communications  Agency  (EXTA).  Decentralized 
^gment  -  Defense  Communications  Engineering  Center,  Administra¬ 
tive  Offices,  Code  R120. 

Categories  of  individuals  covered  by  the  system: 

Records  system  contains  the  names  of  personnel  who  have  been 
reassigned  who  had  been  receiving  their  mail  through  the  corre¬ 
spondence  and  Mail  Processing  Branch,  Code  212,  Headquarters, 
DCA. 

Categories  of  records  in  the  system: 

Card  file  consisting  of  individual’s  name  and  forwarding  address 
fur  mail. 

Authority  for  maintenance  of  the  system: 

Post  Office  Department,  USA,  Postal  Manual,  Chapter  1,  Part  158. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  personnel  of  the  Correspondence  and  Mail  Processing 
Branch,  Code  212,  Headquarters,  DCA  for  forwarding  mail  to  per¬ 
sonnel  of  Headquarters,  DCA;  Headquarters,  National  Communica¬ 
tions  System;  and  the  Defense  Communications  Agency  Operations 
Center,  who  have  departed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  a  card  file  box. 

Retrievabilily: 

Information  is  accessed  and  retrieved  by  name. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  area 
which  is  alarmed  and  is  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared,  and  their  duties  require  them  to  be  in 
the  area  where  the  records  are  maintained. 

Retention  and  disposal: 

Records  are  not  permanent.  They  are  retained  for  one  year  after 
an  individual’s  departure  and  are  then  destroyed. 

Sy  stem  manager(s)  and  address: 

Chief,  Administrative  Division,  Code  210,  Headquarters,  DCA. 
Decentralized  Segment  -  Chief,  Management  Services  Office,  De¬ 
fense  Communications  Engineering  Center,  R120. 

Notification  procedure: 


Requests  from  individuals  should  be  addressed  to  Chief,  Adminis¬ 
trative  Division,  Code  210,  Headquarters,  DCA.  The  full  name  of  the 
requesting  individual  will  be  required  to  determine  if  the  system 
contains  a  record  about  him  or  her.  The  requester  may  visit  the 
Correspondence  and  Mail  Processing  Branch,  Code  212,  Headquar¬ 
ters,  DCA,  to  obtain  information  on  whether  the  system  contains 
records  pertaining  to  him  or  her.  As  proof  of  identity  the  requester 
must  present  a  current  DCA  identification  badge  or  a  driver’s  li¬ 
cense.  Decentralized  Segment  -  Chief,  Management  Services  Office, 
Defense  Communications  Engineering  Center,  R120. 

Record  access  procedures: 

Contact  the  Chief,  Administrative  Division,  Code  210,  Headquar¬ 
ters,  DCA.  The  official  mailing  addresses  are  in  the  Department  of 
Defense  Directory  in  the  appendix  to  the  Defense  Communications 
Agency’s  systems  notice  and  should  be  referenced  by  the  requester. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Names  and  addresses  of  individuals  in  the  system  are  furnished  by 
the  individuals  who  have  been  reassigned  who  had  been  receiving 
their  mail  through  the  Correspondence  and  Mail  Processing  Branch, 
Code  212,  Headquarters,  DCA. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

K890.07 

System  name: 

Education,  Training,  and  Career  Development  Data  System 

System  location: 

Primary  System  •  Office  of  the  Assistant  to  the  Director  for 
Personnel,  Code  700,  Headquarters,  Defense  Communications 
Agency  (EXZA). 

Decentralized  .Segments  -  DCA  Field  Activities. 

Categoriefs  of  individuals  covered  by  the  system: 

All  military  and  civilian  personnel  currently  or  formerly  a.s.sigricd 
to  or  employed  by  the  DCA. 

Categories  of  records  in  the  system: 

System  contains  individual  career  development  plans  (for  civilians 
only);  education  and  training  historical  data;  applications  for  training 
funded,  sponsored,  or  arranged  by  DCA;  evaluations  (by  the  trainee) 
of  education  or  training  received;  applications  for  programs  for 
which  candidates  are  competitively  selected;  for  example  senior  mili¬ 
tary  service  schools  and  other  long-term  training;  agreements  to 
continue  government  service  in  return  for  training  received;  and 
supervisor  evaluations  of  the  results  of  training  given  to  their  em¬ 
ployees. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  410  ’Training’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  supervisors  and  by  training  specialists  for  career  develop¬ 
ment  planning  and  for  determining  appropriate  training  for  individ¬ 
uals.  Also  used  to  determine  an  individual’s  eligibility  for  training  and 
to  justify  education  and  training  courses  and  their  associated  expendi¬ 
tures. 

Used  by  managers  in  the  DCA  and  by  training  specialists  to 
determine  agency  training  needs  and  the  ability  of  specific  courses  to 
satisfy  those  needs.  Also  used  to  determine  results  and  accomplish¬ 
ments  of  the  DCA  training  programs  (often  presented  in  statistical 
form  for  this  purpose). 

Used  by  Career  Development  Specialists  to  prepare  reports  of 
training  for  the  Civil  Service  Commis.sion  and  for  DoD. 

Used  by  DCA  procurement  personnel  and  DCA  legal  staff  as  the 
basis  for  supporting  or  enforcing  legal  obligations,  such  as  payment 
of  tuition  and  fees,  reimbursement  of  trainee’s  expense.s,  contractual 
obligations,  or  continued-service  agreement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  punched  cards. 

Retrievability: 

Retrieved  by  name  or  SSAN 

Safeguards: 
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Sptem  is  in  building  which  uses  security  guards  to  control  access 
to  the  building.  Only  authorized  personnel  are  allowed  access  to  the 
building.  Files  are  kept  in  standard  drawer-type  filing  cabinets. 

Retention  and  disposal: 

Individual  records  are  maintained  as  long  as  the  individual  is  em¬ 
ployed  by  or  assigned  to  the  DCA.  After  a  person  leaves  the  DCA, 
hisAer  individual  files  are  destroyed  within  one  year  of  the  depar¬ 
ture. 

Consolidated  reports  may  be  maintained  for  as  long  as  five  (S) 
years  before^hey  are  destroyed. 

System  managerts)  and  address: 

Assistant  to  the  Director  for  Personnel.  Code  700,  Hq,  DCA 

Notification  procedure: 

Personnel  currently  assigned  to  or  employed  by  the  DCA  Head¬ 
quarters  or  DCA  Field  Activities  in  the  Washington  Metropolitan 
Area,  and  all  personnel  formerly  assigned  to  or  employed  by  DCA 
Headquarters  or  any  DCA  Field  Activity  may  obtain  information 
from: 

Assistant  to  the  Director  for  Personnel 
Defense  Communications  Agency 
8th  St.  &  South  Court  House  Road 
Arlington,  Virginia  22204 

Personnel  currently  assigned  to  or  employed  by  DCA  Field  Activ¬ 
ities  outside  the  Washington  Metropolitan  Area  may  obtain  informa¬ 
tion  from  the  commander  of  their  activity. 

Requests  for  information  must  contain  name,  SSAN,  DCA  activity 
to  which  assigned,  and  dates  employed  by  or  assigned  to  DCA. 

Proof  of  identity  for  these  appearing  in  person  is  an  employee’s  ID 
card,  driver’s  license,  passport,  or  similar  identification  which  con¬ 
tains  both  the  name  and  a  photograph  of  the  individual.  Proof  of 
identity  for  individuals  not  appearing  in  person  will  be  a  notorized 
statement  certifying  that  the  person  requesting  the  information  has 
been  identified  by  the  notary  public  by  means  of  an  employee  ID 
card,  driver’s  license,  passport,  or  other  identificatiim  containing  both 
the  name  and  a  photograph  of  the  individual. 

Record  access  procedures: 

Contact  the  Assistant  to  the  Director  for  Personnel  for  information 
concerning  access  to  individual  records.  The  official  mailing  address 
is  in  the  Department  of  Defense  Directory,  in  the  appendix  to  the 
DCA  systems  notice. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Data  in  this  system  is  obtained  from  individual  Official  Personnel 
Folders/Files  or  is  supplied  by  the  individual  or  by  his/her  supervi¬ 
sor. 

Systems  exempted  from  certain  protisions  of  the  act: 

NONE 


APO  San  Francisco  96301 

DCA  Southwest  Pacific  Region 

APO  San  Francisco  96274 

DCA  Los  Angeles  Field  Office 

Post  Office  Box  92960,  Worldway  Postal  Center 

Los  Angeles,  CA  90009 


DISTRICT  OF  COLUMBIA 


Command  and  Control  Technical  Center 
Wa.shington.  D.C  20301 

Headquarters  Defense  Communications  Agency 
Washington  D.C.  20305 

National  Communications  System/Defense  Communications 
Agency  Operations  Center 
Washington  D  C.  20305 
White  House  Communications  Agency 
Washington  D  C.  20500 


HAWAII 


DCA  Pacific  Area 
Wheeler  AFB.  HI  96854 

Defense  Commercial  Communications  Office  Pacific 
Ft  Shafter.  HI  96858 


ILLINOIS 


DCAOC  Allocation  and  Engineering  Division 
Code  N230 
Stop  850A 

Scott  AFB.  IL  62225 

Defense  Commercial  Communications  Office 
Scott  AFB.  IL  62225 


NEW  YORK 


DCA  STATION  LIST  DIRECTORY 


ALASKA 


DCA  Alaska  Field  Office 
Ctxie  N250 

Elmendorf  AFB.  AK  99506 

Defense  Commercial  Communicatums  Office  Alaska 
Elmendorf  AFB.  AK  99506 


DCA  Field  Office  Athens 
AW)  New  York  09223 
DCA  European  Area 
AW)  New  York  09131 
DCA  Field  Office  Italy 
Box  1 66 

AFSOUTH  NATO 

Fm  New  York  09524 

DCA  Field  Office  United  Kingdom 

AW)  New  York  09378 

DCA  Field  Office  Worms 

Am  New  York  09056 

Defense  C»»mrnercial  Communications  Office  Eurt>pe 
APO  New  York  09130 


CALIFORNIA 


DCA  Guam  Field  Office 
Box  141,  NAVCAMS  WESTPAC 
Fm  San  Francisco  96630 
DCA  Northwest  Pacific  Region 
Am  San  Francisco  96328 
DCA  Korea  Field  Office 


VIRGINIA 


Deren.se  Communications  Engineering  Center 
1860  Wiehle  Avenue 
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Reston,  VA  22090 


WASHINGTON 


DCA  Okinawa  Field  Office 
Box  959 

rPO  Seattle  98773 


ADDENDUM  TO  DCA  STATION  LIST  DIRECTORY 


The  Director,  DCA  is  also  the  Manager,  National  Communications 
System  (NCS),  the  Chairman,  U.S.  Military  Communications  Elec¬ 
tronics  B<wd  (USMCEB),  and  the  Director,  Worldwide  Military 
Command  and  Communications  System  (WWMCCS)  Systems  Engi¬ 
neering.  To  the  extent  that  the  Director,  DCA  performs  these  other 
functions,  the  records  systems  described  herein  pertain  to  and  are 
available  to  employees  of  these  organizations,  and  may  be  corrected 
by  means  of  the  same  process  described  for  DCA  files  systems, 
unless  specified  otherwise  herein. 

W'lth  the  exception  of  personnel  records  for  Navy  officers  assigned 
to  DCA  activities  in  the  Washington  metropolitan  area,  the  official 
military  personnel  records  of  military  personnel  a.ssigned  to  DCA  are 
maintained  by  the  parent  department  and  that  department  has  the 
only  complete  official  copies  of  the  military  members  personnel  rec¬ 
ords  file.  Responsibility  for  the  completeness  and  accuracy  of  these 
files  is  invested  in  the  military  department.  While  the  DCA  com¬ 
mander  or  office  chief  may  assist  the  military  members  in  obtaining 
access  or  making  corrections,  DCA  does  not  have  the  authority 
cither  to  grant  access  or  make  corrections.  The  documents  main¬ 
tained  by  DCA  on  military  personnel  are  copies  of  records  provided 
by  the  military  departments  during  the  nomination  process,  copies  of 
personnel  correspondence  generated  during  the  members  tenure  in 
DCA.  promotion  rosters  furnished  by  the  military  departments,  and 
ct>pies  of  orders  published  by  the  departments.  A  few  dixruments  are 
maintained  as  a  result  of  requirements  imposed  by  the  departments 
(leave  forms  for  Army  and  Air  Force  personnel  and  SIDPERS  for 
Army  personnel). 

In  the  case  of  Navy  officers  in  the  Washington  area,  DCA  main¬ 
tains  the  Navy  Officers  service  records  and  can  grant  access  and 
make  corrections  within  the  purview  of  NAVPERS  15791,  Bureau  of 
Naval  Persisnnel  Manual. 


DEFENSE  INTELLIGENCE  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  Kx;ate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  'routine  uses'  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 


may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency's  decision 
on  the  matter. 

ROUTINE  USE  •  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  reque.st  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  A-19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code.  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  r^-ord  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
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authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  gener^  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 


L  DU  0005 

System  name: 

Personnel  Management  Information  System  (PMIS). 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  military  and  civilian  employees  of  DLA. 

Categories  of  records  in  the  system: 

This  system  consists  of  a  variety  of  personnel,  security,  education, 
training  and  financial  employment  related  records. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  SI0S.2I  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  iigence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  used  by  staff,  administrative  and  operating  officials  to: 
prepare  individual  administrative  transactions;  m^e  decisions  on  the 
rights,  benefits,  entitlements  and  the  utilization  of  individuals;  provide 
a  data  source  for  the  productions  of  reports,  statistical  surveys,  ros¬ 
ters,  documentation  and  studies  required  for  the  orderly  personnel 
administration  with  DIA.  Information  will  be  disclosed  to  such  other 
federal  agencies,  state  and  local  governments,  as  may  have  a  legiti¬ 
mate  use  for  such  information  and  which  agrees  to  apply  appropriate 
safeguards  to  protect  data  so  provided  and  which  is  consistent  with 
the  conditions  or  reasonable  expectations  of  use  and  disclosure  under 
which  the  information  was  provided,  collected  or  obtained. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated,  maintained  on  magnetic  tape  and  manual  in  paper  files 
and  microfilms. 

Retrievability: 

By  name  or  social  security  account  number. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Paper  files  are  destroyed  when  employment  with  the  Agency 
ceases.  Microfilm  records  are  destroyed  when  replaced  with  an  up¬ 
dated  film  and  magnetic  tape  files  are  retained  indefi-  nitely  as  a 
permanent  record. 

System  managerts)  and  address: 


Assistant  Deputy  Director  for  Personnel,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  deliver^  to  room  3E21S,  Pentagon,  Washing¬ 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  spemfied  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E21S,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Agency  officials,  employees,  educational  institutions  and  other 
government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0010 

System  name: 

Requests  for  Information 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  make  requests  to  DIA  for  information. 

Categories  of  records  in  the  system: 

Correspondence  from  requester,  and  documents  related  to  the  re¬ 
ceipt,  processing  and  final  disposition  of  the  request. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  E)efense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  Iigence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  information  for  compiling  reports  required  by  public 
disclosure  statutes  and  to  assist  the  Department  of  Justice  in  prepara¬ 
tion  of  the  Agency’s  defense  in  any  law  suit  arising  under  these 
statutes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files. 

Retrievability: 

By  name.  , 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Granted  access:  destroy  2  years  after  date  of  agency  reply.  Denied 
access,  but  no  appeals  by  requester:  destroy  5  years  after  date  of 
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agency  reply.  Contested  records:  destroy  4  years  after  final  denial  by 
agency,  or  3  years  after  final  adjudications  by  courts,  whichever  is 
later. 

System  managers)  and  address: 

Assistant  Deputy  Director  for  Support  and  Services,  Defense  In¬ 
telligence  Agency,  Washington,  D.C.  20301, 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense.  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  deliver^  to  room  3E21S,  Pentagon,  Washing¬ 
ton,  DC. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests;  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat.  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  DC. 

Contesting  record  proce-dures: 

An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Individual  requesters  and  agency  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0011 

System  name: 

•  Student  Information  Files 


Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  [^fense  Directive  S10S.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  to  document,  monitor,  manage,  and  administer 
the  student’s  performance  at  the  School  and  to  provide  verification 
of  training  accomplished  to  federal  agencies,  military  departments 
and  educational  institutions  when  requested. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  on  magnetic  disc  and  tape  and  manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards; 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 


Retention  and  dispo^: 

Registration  cards  are  held  5  years  and  then  retired  to  the  Wash¬ 
ington  National  Record  Center. 

System  manageKs)  and  address: 

Commandant,  Defense  Intelligence  School.  W'a.shington,  D.C. 
20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to;  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  deliver^  to  room  3E215,  Pentagon,  Washing¬ 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E2I5,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Individual,  parent  service,  educational  institutions,  previous  em¬ 
ployees  and  other  federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0012 

System  name: 

Directory  Service 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  military  and  civilian  employees  of  DIA. 

Categories  of  records  in  the  system: 

Files  contain  information  related  to  the  individual’s  work  assign¬ 
ment,  home  phone  and  address,  emergency  notification  data  and  mail 
forwarding  address. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  to  provide  postal  and  locator  service.  To 
prepare  recall  and  special  rosters  required  for  day-to-day  operations 
and  emergencies.  To  identify  next-oi-kin  for  emergency  notification 
and  as  a  source  document  for  management  information.  At  overseas 
loca-  tions  information  may  be  provided  to  host  country.  Department 
of  State,  Department  of  Treasury  and  the  Centrtd  Intelligence 
Agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Automated,  maintain  on  magnetic  tape  and  disc,  microfilm  and 
manual  in  paper  files. 

Retrievability: 


System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  students  of  the  Defense  Intelligence  School. 
Categories  of  records  in  the  system: 

Student’s  biographic  data  and  administrative/academic  documents 
related  to  the  student’s  enrollment. 
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By  name. 

Safegnards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Record  is  destroyed  1  year  after  the  individual  departs  Agency. 

System  managerts)  and  address: 

Assistant  Deputy  Director  for  Support  and  Services.  Defense  In¬ 
telligence  Agency,  Washington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E2IS,  Pentagon,  Washing¬ 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton.  D  C.  20301,  or  personally  delivered  to  room 
3E21S,  Pentagon,  Washington,  D  C. 

Record  source  categories: 

By  the  individual  and  agency  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0015 

System  name: 

Biographic  Sketch 

System  location: 

Defense  Intelligence  Agency,  Washington,  D  C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  interface  with  the  DIA  on  a  fee  dr  non-fee  basis. 

Categories  of  records  in  the  system: 

Contains  biographic  data  to  include  name,  date  and  place  of  birth, 
educational  background,  lists  of  published  works  or  notable  achieve¬ 
ments  in  the  intelligence  scientific  or  academic  community,  intelli¬ 
gence  experience,  etc. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  establish  an  individual’s  bona  fide  as  a  noted  authority  in  a 
specialized  area  for  the  pur-  poses  of  utilizing  that  expertise  to  fill  a 
gap  in  the  Defense  Intelligence  Agency’s  resources.  Information  will 
be  disclosed  to  such  other  federal  agencies,  state  and  local  govern¬ 
ments,  as  may  have  a  legitimate  use  for  such  information  and  which 
agrees  to  apply  appropriate  safeguards  to  protect  data  so  provided 
and  which  is  consistent  with  the  conditions  or  reasonable  expecta¬ 


tions  of  use  and  disclosure  under  which  the  information  was  pro¬ 
vided,  collected  or  obtained. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Permanent  records  are  retired  to  the  Washington  National  Record 
Center  and  other  material  destroyed  when  no  longer  required. 

System  manageKs)  and  address: 

Assistant  Deputy  Director  for  Support  and  Services,  Defense  In- 
telligenc'e  Agency,  Wash-  ington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton.  DC. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Wa.shington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  DC. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D  C. 

Record  source  categories: 

Individual,  academic  institutions  or  the  individual’s  employer. 

Systems  exempted  from  certain  provisions  of  the  act: 

None  • 

L  DIA  0140 

System  name: 

Passports  and  Visas 

System  location: 

Defense  Intelligence  Agency,  Washington,  DC.  20301. 

Categories  of  individuals  covered  by  the  system: 

All  DIA  personnel  requiring  passports. 

Categories  of  records  in  the  system: 

Files  containing  passports  and  related  correspondence. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
DcRartmcnt  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligcnce  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  obtain  and  safekeep  official  passports  until  needed  for  travel 
and  to  obtain  necessary  visas  from  appropriate  Embassies.  Notify 
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individuals  to  reapply  when  passports  expire  and  to  return  passports 
to  the  Departrhent  of  State  upon  departure  of  the  individual  from 
DIA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Passports  are  returned  to  Department  of  State  upon  departure  of 
the  individual  from  DIA. 

System  manageris)  and  address: 

Assistant  Deputy  Director  for  Support  and  Services,  Defense  In¬ 
telligence  Agency,  Washing-  ton,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington. 
DC.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  deliver^  to  room  3E215,  Pentagon,  Washing¬ 
ton.  DC. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency.  W'ashington^ 
D  C.  20301.  or  personally  delivered  to  room  3E215,  Pentagon.  Wash¬ 
ington.  DC. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter-., 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to;  Secretariat,  Defense  Intelligence 
Agency.  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D  C. 

Record  source  categories: 

Individual  applicant  and  Department  of  State.  Passport  Office. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DI.\  0209 

System  name: 

Litigation  and  Disposition  Documentation. 

Sy  stem  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  sy  stem: 

Files  involving  legal  and  administrative  matters  involving  individ¬ 
uals. 

Categories  of  records  in  the  system: 

Correspondence  or  legal  documentation  relating  to  individuals. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947.  10  U.S  C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  S10S.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  S  105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency's  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Used  in  connection  with  litigation  by,  disciplinary  and  administra¬ 
tive  action  against  or  in  the  disposition  of  claims  and  benefits  of 
individuals  both  civilian  and  military.  Will  be  provided  to  the  De¬ 
partment  of  Justice,  the  Civil  Service  Commission  and  various 
branches  of  the  military  services  as  may  be  neces.sary  or  required  in 
the  disposition  of  an  individual  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Records  are  destroyed  when  no  longer  needed. 

System  manager(s)  and  address: 

Office  of  the  General  Counsel.  Defense  Intelligence  Agency, 
Washington,  D.C.  20301. 

Notifiration  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  persimally  delivered  to  room  3E2I5,  Pentagon,  Washing¬ 
ton,  DC. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests;  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D  C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon.  Washington,  D.C. 

Record  source  categories: 

Other  offices  within  the  Defense  Intelligence  Agency  and  the 
Department  of  Defense,  the  individual  involved  and  other  depart¬ 
ments  and  agencies  of  the  Executive  Branch. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0271 

System  name: 

Investigations  and  Complaints 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  and  military  personnel  who  filed  a 
complaint  acted  upon  by  the  Inspector  General,  Dl.A,  or  who  were 
the  subject  of  an  Inspector  General.  DIA,  investigation  or  inquiry. 

Categories  of  records  in  the  system: 

Documents  relating  to  the  organization,  planning  and  execution  of 
internal/external  investi-  gations  and  records  created  as  a  result  of 
investigations  conducted  by  the  Office  of  the  Inspector  General, 
including  reports  of  investigations,  records  of  action  taken  and  sup¬ 
porting  papers.  These  files  include  investigations  of  both  organiza¬ 
tional  elements  and  individuals. 

Authority  for  maintenance  of  the  system: 
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Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  bjr 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records.  Executive  Order  12036,  United 
States  Intelligence  Activities,  January  24,  1978.  Executive  Order 
11652,  Classification  and  Declassification  of  National  Security  In- 
forma-  tion  and  Material,  March  8,  1972. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  used  as  a  basis  for  recommending  actions  to  the 
Command  Element  and  other  DIA  elements.  Depending  upon  the 
nature  of  the  information  it  may  be  passed  to  appropiiaie  elements 
within  the  Department  of  Defense,  the  Department  of  State,  Depart¬ 
ment  of  Justice,  Central  Intelligence  Agency  and  to  other  appropri¬ 
ate  government  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files. 

Rctrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Records  are  held  in  current  files  for  5  years  after  completion  and 
adjudicated  of  all  actions.  Retired  to  the  Washington  National 
Record  Center  and  destroyed  after  10  years. 

System  manager(s)  and  address: 

Ins[»ector  General’s  Office,  Defense  Intelligence  Agenev,  Washing¬ 
ton,  D  C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to;  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request;  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Wa.shing- 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests;  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  w  hatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requet.ts  can  be 
mailed  to;  Secretariat.  Defense  Intelligence  Agency,  Washington, 
D  C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  W'ash- 
ington,  D  C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
■  administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  deiermina-  tion.  1  he  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  W’ashing-  ton,  D  C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D  C. 

Record  source  categories: 

Individuals  interviewed  in  connection  with  an  investigation. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5.  U.S.C.,  552a, 
subsections  k(2),  k(5)  or  k(7).  For  additional  information  see  agency 
rules  contained  in  (32  CFR  Part  292a). 

L  DIA  0330 

System  name: 

Civilian  Payroll,  Leave  and  Travel  Disbursement 

System  location: 


Defense  Intelligence  Agency,  Washington,  D  C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  personnel  of  the  DIA. 

Categories  of  records  in  the  system: 

This  system  consists  of  records  which  document  and  support  em¬ 
ployee  related  transactions  in  the  area  of  pay  compensation,  claims 
for  reimbursement,  leave  entitlement,  statutory  and  administrative 
deductions,  settlement  of  debts  and  documents  designating  certifying 
officials. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  used  by  Agency  personnel  and  the  U.S.  Army  Mili¬ 
tary  District  of  Washington  Finance  and  Accounting  Office  to;  com¬ 
pute,  make  and  record  individual  employee’s  payment  transactions; 
determine  leave  entitlements;  record  and  remit  deductions  for  the 
Civil  Service  Commission  Retire-  ment  System  and  the  Social  Secu¬ 
rity  Fund;  determine  entitlements  for  reimbursement  of  travel  and 
other  expenses  for  official  business;  report  tax  information  to  federal, 
state  and  local  taxing  authorities  as  required  by  statute  and  to  remit 
and  record  such  transactions;  record  and  remit  deductions  for  life 
and  health  insurance  and  such  other  deductions  as  required  or  au- 
tliorized  by  the  individual;  be  ased  as  a  basis  for  the  settlement  of 
pay  or  debt  disputes;  provide  such  verification  as  required  by  statute 
or  administrative  directive. 

Policies  and  practices  for  storing,  retrieviug,  accessing,  retaining,  and 
disposing  of  records  in  the  sy  stem: 

Storage: 

Manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
.trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Permanent  records  are  cut  off  each  fiscal  year  and  held  for  2  years 
and  then  retired  to  the  Washington  National  Record  Center.  Tempo¬ 
rary  records  are  destroyed  in  4  years  or  2  years  after  a  General 
Account  Office  audit. 

System  nianager(s)  and  address: 

Deputy  Comptroller,  Defense  Intelligence  Agency,  Washington, 
D  C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  c, on- 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  W’ashing- 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  Vou  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
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forth  the  reasons  for  his  or  her  dis*  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E2IS,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Data  is  supplied  from'a  number  of  sources  including  the  individual 
concerned,  MDW  Army  Finance  Office  and  agency  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DI  A  0435 

System  name: 

DIA  Awards  Files 

System  location: 

Defense  Intelligence  Agency,  W'ashington,  D.C.  20301.  « 

Categories  of  individuals  covered  by  the  system: 

Military  personnel  recommended  for  an  award  while  assigned  to 
DIA. 

Categories  of  records  in  the  system: 

This  file  contains  supporting  documents  for  the  awards  nomination 
akid  the  results  of  actions  or  recommendations  of  endorsing  and 
approving  officials. 

Authority  fur  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
l')47.  10  U.S  C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1%1,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  used  to  obtain  the  approval  for  the  awarding  of  the 
decoration  and  for  the  compila-  tion  of  required  statistical  data  and 
may  be  provided  to  the  Military  Departments  when  appro-  priate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files. 

Retrievabiiity: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

They  are  maintained  for  approximately  2  years  within  the  Agency 
and  then  retired  to  the  Washington  National  Record  Center. 

System  managerts)  and  address: 

Assi;.tant  Deputy  Director  for  Personnel,  Defense  Intelligence 
Agency,  Washington,  D  C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  addre.ss,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton,  DC. 

Record  access  procedure's: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
addres.s,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to;  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D  C.  20301,  or  personally  delivered  to  room  3E2I5,  Pentagon,  Wasli- 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion.  with  respect  to  his  or  her  request,  may  file  a  request  for 


administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency.  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Agency  officials,  parent  service  and  personnel  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

'  None 

L  DIA  0480 

System  name: 

Reserve  Training  Records 

S)  stem  location: 

Defense  Intelligence  Agency,  Washington.  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Military  Reserve  personnel  who  have  performed  active  duty  train¬ 
ing  with  the  DIA  or  cor-  responded  with  the  DIA  regarding  reserve 
matters. 

Categories  of  records  in  the  system: 

Files  contains  correspondence  with  the  reservist  and  documenta¬ 
tion  related  to  the  reservist  periods  of  active  duty  with  DI.\. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  .Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Depailment  of  Defense  Directive  5105.21  of  May  19.  1977,  creating 
the  Dcfcn.se  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  used  by  agency  officials  for  the  adminLstrative,  control 
and  utilization  of  reservists  and  may  be  provided  to  the  Military 
Departments  when  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files. 

Retrievabiiity: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  iti  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Records  are  destroyed  I  year  after  reservists  becomes  inactive. 

System  managrr(s)  and  address: 

Assistant  Deputy  Director  for  Personnel,  Dcfen.se  Intelligence 
Agency,  Washington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  reque.st:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  ctrpies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  .security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  erwt  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 
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An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D  C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Individual  reservists  requesting  assignment  and  or  active  duty 
training,  agency  officials  and  parent  service  of  reservists. 

Systems  exempted  from  certain  provisions  of  the  aet: 

None 

L  DIA  0590 

System  name: 

Defense  Intelligence  Special  Career  Automated  System  (DISCAS). 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

DoD  civilian  positions  and  entployee  grades  GS-OS  and  above  in 
the  GS-0132  intelligence  series,  scientific  and  technical  series  and 
other  related  professional  series  which  are  assigned  to  an  organiza¬ 
tional  component  performing  an  intelligence  functions.  Crypto-  logic 
personnel  and  those  enrolled  in  the  National  Security  Agency  (NSA) 
career  system  are  excluded. 

Categories  of  records  in  the  system: 

Data  on  employment  history,  qualification  and  skills  and  perform¬ 
ance  appraisals. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  Defense  Intelligence  Special  Career  Automated  System  Activ¬ 
ity  (DISCASA)  forwards  inquiries  to  employees  regarding  their 
availability  for  specific  position  vacancies  when  requested  by  the 
DoD  component.  DISCASA  furnishes  referral  listings  of  DoD  eligi- 
bles  to  appropriate  offi-  cials  and  managers  for  particular  vacancy 
selection.  DISCASA  periodically  furnishes  copies  of  individual  em¬ 
ployee  records  for  review  and  update  by  employees  or  servicing 
civilian  person-  nel  offices.  DISCASA  will  maintain  files  and  records 
for  historical  or  user  research  purposes  such  as  annual  reports  for 
DoD  components  or  management  information  furnished  to  appropri¬ 
ate  DoD  users. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated,  maintained  on  magnetic  tape  and  manual  in  paper  files. 

Retrievability: 

By  name  or  social  security  account  number. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Records  are  temporary.  They  are  retained  until  the  employee  con¬ 
cludes  his  DoD  intelligence  career  at  which  time  they  are  retired  to 
an  inactive  file  for  I  year  and  then  destroyed. 

System  managerts)  and  address: 

Assistant  Deputy  Director  for  Personnel,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name. 


current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  W'ashington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency’s  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  W’ashington,  D.C. 

Record  source  categories: 

Source  data  for  DISCASA  is  provided  by  the  employees,  the 
employee’s  supervisor  and  the  servicing  civilian  personnel  olTice. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0660 

System  name: 

Security  Files 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Military/civilian  applicants  and  nominees  to  DIA;  current  and 
former  DIA  and  Defense  Attache  System  F>ersonnel,  and  other  DoD- 
affiliatcd  personnel  under  the  security  cognizance  of  DIA. 

Categories  of  records  in  the  system: 

Records  associated  with  personnel  security  functions;  nomination 
notices,  statement  of  per-  sonal  history,  indoctrinalion/debriefing 
statements,  secrecy  agreements,  certificates  of  clearance,  adjudication 
memoranda  and  supporting  dcKumentation  and  in-house  investiga¬ 
tions,  security  violations,  identification  badge  records,  retrieval  indi¬ 
ces,  clearance  status  records,  and  access  control  records. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  perform  all  administrative  functions  necessary  to  determine 
initial  and  continued  eligi-  bility  for  and  control  of  access  to  cla.ssified 
information  in  DIA  facilities  and  those  elements  mandated  to  the 
Director,  DIA,  for  Sensitive  Compartmented  Information  access.  In¬ 
formation  will  be  disclosed  to  such  other  federal  agencies,  state  and 
local  governments,  as  may  have  a  legitimate  use  for  such  information 
and  which  agrees  to  apply  appropriate  safeguards  to  pro-  tect  data  so 
provided  and  which  is  consistent  with  the  conditions  or  reasonable 
expectations  of  use  and  disclosure  under  which  the  information  was 
provided,  collected  or  obtained. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  on  magnetic  tape  and  manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
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only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Files  on  military  and  civilian  applicants  who  are  not  assigned  or 
hired  by  DIA  are  maintained  up  to  1  year  and  then  destroyed. 
Personnel  security  dossiers  are  retained  until  the  individual's  associ¬ 
ation  with  DIA  or  access  to  Sl/SAO  information  cca.scs  and  are  then 
destroyed. 

S)-stem  managerts)  and  address: 

Assistant  Deputy  Director  for  Security  Services,  Defense  Intelli¬ 
gence  Agency,  Washington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
DC.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  deliver^  to  room  3E215,  Pentagon,  Washing- 
Um,  D  C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  W'ashington, 
D  C.  20301,  or  personally  delivered  to  room  3E215,  Pentagim,  Wash¬ 
ington,  DC. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D  C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D  C. 

Record  source  categories:  < 

By  the  individual,  other  federal  agencies,  firms  contracted  to  the 
DoD  and  agency  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5.  U.S.C.,  552a, 
subsections  k(2)  and  k(5).  For  additional  information  see  agency  rules 
contained  in  (32  CFR  Part  292a). 

L  DI  A  0800 

System  name: 

Operation  Record  System 

System  location: 

Defense  Intelligence  Agency,  Wa.shington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Individuals  involved  in  foreign  intelligence  and/or  training  activi¬ 
ties  conducted  by  the  Department  of  Defense;  who  are  of  interest 
either  because  of  their  actual,  apparent,  or  potential  use. 

Categories  of  records  in  the  system: 

Categories  of  records  include  operational,  biographic,  policy,  man¬ 
agement,  training,  and  administrative  matters  related  to  the  foreign 
intelligence  activities  of  the  Department  of  Defense 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  L'.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency's  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records.  Executive  Order  12036,  United 
States  Intelligence  Activities,  January  24,  1978. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  information  within  the  Department  of  Defense  and 
other  federal  agencies  for  the  conduct  of  foreign  intelligence  oper¬ 
ations  and  to  provide  staff  management  over  foreign  intel-  ligence 
training  conducted  by  the  Department  of  Defense. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  , 

Storage: 

Automated  on  magnetic  tapes  and  discs,  microfilm  and  operture 
cards  and  manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabfnets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Permanent  records  are  retired  to  the  Washington  National  Record 
Center  up«.m  completion  of  the  project  and  temporary  records  are 
destroyed. 

System  manager(s)  and  address: 

Deputy  Director  for  Collection  Operations,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to;  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  mu.st  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  acx'ount 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton,  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  San  be 
mailed  to;  Secretariat,  Defense  Intelligqpce  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E2I5,  Pentagon,  Wa.sh¬ 
ington,  DC. 

Contesting  record  procedures: 

An  individual  who  disagrees  w'ith  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215.  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Other  Department  of  Defense  component.s,  federal  agencies,  for¬ 
eign  sources,  overt  publication,  and  private  citizens. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DI  A  0801 

System  name: 

Defense  Attache  System  Per.sonnel  Information  File. 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301 

Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  personnel  and  their  dependents,  nominated  for 
assignment  to  the  Defense  Attache  System. 

Categories  of  records  in  the  system: 

This  system  consists  of  a  variety  of  personnel  and  directory  data, 
security  access,  education,  training,  financial  and  health  information 
related  to  the  individual's  as.sign-  ment  with  the  Defense  Attache 
System. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency's  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 
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I  Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

I  Records  are  used  by  staff,  administrative  and  operating  officials  to: 
prepare  individual  administrative  transactions;  make  decisions  on  the 
rights,  benefits  entitlements  and  the  utilization  of  individuals;  provide 
a  data  source  for  the  production  of  reports,  statistical  surveys,  ros¬ 
ters,  documentation  and  studies  required  for  the  orderly  personnel 
administration  within  the  Defense  Attache  System.  Information  may 
be  provided  to  host  country,  Department  of  State,  Central  Intelli¬ 
gence  Agency,  Department  of  Justice  and  the  Department  of  Treas¬ 
ury. 

t  Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

[  Storage: 

I  Automated  on  magnetic  tape  and  manual  in  paper  files  and  cards. 

I  Retrievability: 

By  name. 

I  Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Records  are  maintained  for  I  year  beyond  the  individual's  tour 
completion  date  and  then  destroyed. 

System  manager(s)  and  address: 

Assistant  Deputy  Director  for  Personnel,  Defense  Intelligence 
Agency,  Washington,  D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  mu.st  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
al'ove  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton,  DC. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
w  riling.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Wa.shington, 
D  C.  20301,  or  personally  delivered  to  room  3E2I5,  Pentagon,  \^'ash- 
ington,  D.C. 

Contesting  record  procedures; 

An  individual  who  disagrees  with  the  Agency's  initial  determina- 
Mon,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  dttermina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D  C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Wa.shington,  D  C. 

Record  source  categories: 

Parent  service  of  individual,  immediate  supervisor  on  station, 
agency  officials  and  Ambassa-  dors. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0813 

System  name: 

Bibliographic  Data  Index  System 

System  location: 

Defense  Intelligence  Agency,  Washington,  D  C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  have  published  works  of  general  interest  to  the 
Agency,  and  individuals  involved  in  foreign  intelligence  activities. 

Categories  of  records  in  the  system: 

An  index  of  names  of  authors,  title  of  published  works,  subject 
matter  of  writing  and  the  location  of  source  documents  of  open 
source  literature  and  intelligence  reports. 

Authority  for  maintenance  of  the  system: 


Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency's  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Serves  as  a  traditional  library  reference  service  for  open  source 
literature  and  intelligence  reports.  Information  is  used  by  agency 
officials,  other  federal  agencies  and  contract  person-  nel  to  do  re¬ 
search  on  intelligence  subjects  related  to  foreign  intelligence  activi¬ 
ties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  on  magnetic  tape  and  disc. 

Retrievability: 

By  name 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Open  source  literature  is  destroyed  once  material  is  out  dated. 
Intelligence  reports  are  retained  for  2  years  and  retired  to  the  Wa.sh- 
ington  National  Record  Center  for  permanent  retention 

System  manager(s)  and  address: 

Assistant  Deputy  Director  for  Support  and  Services,  Defense  In¬ 
telligence  Agency,  Washing-  ton,  D.C.  20.301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
DC.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton,  D  C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E2I5,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

DoD,  other  intelligence  agencies,  educational  institutions,  federal 
agencies,  research  institutions,  foreign  governments  and  open  source 
literature. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  0819 

System  name: 

DIA  Financial  Management 

System  location: 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  and  military  employees  of  DIA. 
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Cateitories  of  records  in  the  system: 

Claims  for  reimbursement  for  expenses  on  official  business.  Docu¬ 
ments  supporting  claims  of  indebtedness  to  the  United  States  Govern¬ 
ment.  Applications  for  the  waiver  of  erroneous  payment  or  for  remis¬ 
sion  of  indebtedness.  Correspondence  from  civilian  employees  related 
to  financial  transactions.  ' 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  S10S.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  W77,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  to  determine  eligibility  for  waiver  of  erroneous 
payment  and  remission  of  indebtedness.  To  support  claims  of  the 
United  States  Government  for  the  collection  of  erro-  neous  payments 
made.  Use  to  determine  entitlements  for  reimbursements  of  expendi¬ 
tures  on  official  business  and  to  support  payment.  To  process  em¬ 
ployee’s  claims  of  payroll  problems  and  to  forward  checks  and  bonds 
to  former  employees.  Information  will  be  disclosed  to  the  Depart¬ 
ment  of  Justice,  General  Accounting  Office,  and  the  Department  of 
Treasury. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  in  paper  files  and  cards. 

Retrievability: 

By  name 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  locked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Permanent  records  are  cut  off  each  fiscal  year  and  held  for  2  years 
and  then  retired  to  the  Washington  National  Record  Center.  Tempt>- 
rary  records  are  destroyed  in  4  years  or  2  years  after  a  General 
Accountant  Office  audit. 

System  manageris)  and  address: 

Deputy  Comptroller,  Defense  Intelligence  Agency,  Washington. 
D.C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  sj^stem  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301.  You  must  include  in  your  request;  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton.  D.C. 

Record  access  procedures: 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat.  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  W’ash- 
ington,  D.C. 

Contesting  record  procedures: 

An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  file  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to;  Secretariat,  Defense  Intelligence 
Agency.  Washing-  ton.  D  C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington.  D.C. 

Record  source  categories: 

Data  is  supplied  from  a  number  of  sources  including  the  individual 
concerned,  the  U.S.  Army  Finance  Office  and  agency  officials. 


Systems  exempted  from  certain  provisions  of  the  act: 

None 

L  DIA  1728 

System  name: 

DIA  Prisoner  of  War  Intelligence  Analysis  and  Debriefmg  Files 

System  location:  ^ 

Defense  Intelligence  Agency,  Washington,  D.C.  20301. 

Categories  of  individuab  covered  by  the  system: 

All  U.S.  personnel  previously  held  prisoner  of  war  (PW)  or  de¬ 
tained  in  Southeast  A^sia  from  1961  to  date  and  returned  to  U.S. 
control;  and  U.S.  personnel  released  from  detention  in  the  People's 
Republic  of  China  since  170.  All  U.S.  personnel  considered  missing 
in  action  (MIA)  or  killed  in  action  (KIA)  and  bodies  not  recovered. 

Categories  of  records  in  the  system: 

Narrative  of  loss  incident,  identification  data,  casualty  report;  intel¬ 
ligence  reports  pos-  sibly  identifying  subjects;  portions  of  official 
debriefing;  and/or  debriefing  summaries. 

Authority  for  maintenance  of  the  system: 

Pursuant  to  the  authority  contained  in  the  National  Security  Act  of 
1947,  10  U.S.C.  133  d,  the  Secretary  of  Defense  issued  Department 
of  Defense  Directive  5105.21  of  August  1,  1961,  super-  seded  by 
Department  of  Defense  Directive  5105.21  of  May  19,  1977,  creating 
the  Defense  Intel-  ligence  Agency  as  a  separate  Agency  of  the 
Department  of  Defense  under  his  direction  and  herein  charged  the 
Agency’s  Director  with  the  responsibility  for  the  maintenance  of 
necessary  and  appropriate  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

As  background  for  analytical  purposes,  the  evaluation  of  intelli¬ 
gence  reports  pertaining  to  U.S.  personnel  PW/MIA;  in  preparation 
of  special  studies  and  appraisals;  to  provide  responses  to  queries  for 
PW  intelligence  from  the  JCS,  OASD  OSA),  the  Department  of 
State.  Central  Intelligence  Agency,  the  Military  Service,  and  other 
federal  agencies  with  a  need-to-know;  to  assist  the  military  service 
intelligence  and  casualty  offices  in  the  determination  of  status  of  their 
personnel;  to  provide  guidance  lo  the  Joint  Casualty  Resolution 
Center  to  assist  in  planning  for  the  recovery  of  remains  of  U.S. 
personnel  not  accounted  for. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  on  magnetic  tapes  and  manual  in  paper  files. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  a  building  protected  by  security  guards 
and  are  stored  in  vaults,  safes  or  IcKked  cabinets  and  are  accessible 
only  to  authorized  personnel  who  are  properly  .screened,  cleared  and 
trained  in  the  protection  of  privacy  information. 

Retention  and  disposal: 

Records  will  be  retired  to  the  Wa.shington  National  .Record  Center 
upon  disposition  of  all  cases  and  will  ^  destroyed  15  years  subse¬ 
quent. 

System  managerts)  and  address: 

Deputy  Director  for  Intelligence  Research.  Defense  Intelligence 
Agency,  Washington,  D  C.  20301. 

Notification  procedure: 

To  obtain  information  as  to  whether  this  system  of  records  con¬ 
tains  information  pertaining  to  yourself,  you  must  submit  a  written 
request  to;  Secretariat,  Defense  Intelligence  Agency,  Washington, 
DC.  20301.  You  must  include  in  your  request:  your  full  name, 
current  address,  telephone  number  and  social  security  account 
number  or  date  of  birth.  Requests  can  be  mailed  to  address  indicated 
above  or  personally  delivered  to  room  3E215,  Pentagon,  Washing¬ 
ton,  D.C. 

Record  access  procedures; 

All  requests  for  copies  of  records  pertaining  to  yourself  must  be  in 
writing.  You  must  include  in  your  requests:  your  full  name,  current 
address,  telephone  number  and  social  security  account  number  or 
date  of  birth.  Also,  you  should  state  that  whatever  cost  is  involved  is 
acceptable  or  acceptable  up  to  a  specified  limit.  Requests  can  be 
mailed  to:  Secretariat,  Defense  Intelligence  Agency,  Washington, 
D.C.  20301,  or  personally  delivered  to  room  3E215,  Pentagon,  Wash¬ 
ington,  D.C. 

Contesting  record  procedures; 
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An  individual  who  disagrees  with  the  Agency's  initial  determina¬ 
tion,  with  respect  to  his  or  her  request,  may  Hie  a  request  for 
administrative  review  of  that  determination.  Requests  are  to  be  in 
writing  and  made  within  30  days  of  the  date  of  notification  of  the 
initial  determina-  tion.  The  requester  shall  provide  a  statement  setting 
forth  the  reasons  for  his  or  her  dis-  agreement  with  the  initial  deter¬ 
mination  and  provide  such  additional  material  to  support  his  or  her 
appeal.  Requests  can  be  mailed  to:  Secretariat,  Defense  Intelligence 
Agency,  Washing-  ton,  D.C.  20301,  or  personally  delivered  to  room 
3E215,  Pentagon,  Washington,  D.C. 

Record  source  categories: 

Parent  military  services;  intelligence  reports  prepared  by  elements 
of  the  Defense  Intelli-  gence  Agency,  the  military  services  and  the 
Central  Intelligence  Agency;  the  Department  of  State;  Foreign 
Broadcoast  Information  Service  reports;  newspapers;  magazines;  tele¬ 
vision  and  radio. 

Systems  exempted  from  certain  provisions  of  the  act: 

None  . 

Billing  Code  3ai»-70F 


UNITED  STATES  MARINE  CORPS 


HOW  SYSTEMS  OF  RECORDS  ARE  ARRANGED.  In  the 
Marine  Corps,  records  are  categorized  by  subject  series.  Each  series 
has  assigned  a  subject  title,  a  three-letter  prefix  and  followed  by  a 
five-digit  number.  For  Example,  the  systems  of  records  containing 
pay  data  may  be  found  in  the  Fiscal/Disbursing  series 
(MFIXXXKDX).  The  letter  M  stands  for  Marine  Corps;  the  next  two 
letters  indicate  that  the  records  are  pay  related;  and  the  following 
five  digit  number  is  a  further  breakdown  of  the  series  for  identifica¬ 
tion  purposes. 

HOW  TO  USE  THE  INDEX  GUIDE.  The  system  of  records 
maintained  by  the  Marine  Corps  are  contained  within  the  subject 
series  that  are  listed  below.  This  list  identified  each  series  in  the 
order  they  appear  in  this  compilation.  Use  the  list  to  identify  subject 
areas  of  interest.  Having  done  so,  use  the  appropriate  system  identifi¬ 
cation  series  to  locate  the  systems  of  records  grouping  in  which  you 
are  interested.  — 

SYSTEM 

IDENTIFICATION 


SUBJECT  SERIES  SERIES 

Aviation .  MAAOOOOX 

Fiscal/Disbursing  (Matters  relating  to  pay) ..  MFDOOOOX 

Historical .  MHDOOOOX 

Installations  and  Logistics .  MILOOOOX 

Intelligence  (Includes  POW/MIS  Files) .  MINOOOOX 

Judge  Advocate/Legal  Matters .  MJAOOOOX 

Miscellaneous  (Admin  Matters) .  MMCOOOOX 

Manpower/Personnel .  MMNOOOOX 

Training .  MMTOOOOX 

Reserve .  MRSOOOOX 

Telecommunications/Telephone  Billing .  MTEOOOOX 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 


other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES, 

Certain  blanket  'routine  uses'  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  lcx:al  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  neces.sary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency's  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  0)mp<ment 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  befirre  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 


74496 


Federal  Register  /  Vol,  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


Circular  A- 1 9  at  any  sta^e  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INtERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  E)epartment  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  whi9h  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine,  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  b<:  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  •  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 


MAAOOOOl 

System  name; 

Flight  Readiness  Evaluation  Data  System  (FREDS) 

System  location: 

Primary  System  -  The  Commandant  of  the  Marine  Corps,  Head¬ 
quarters.  U  S  Marine  Corps,  Washington.  D  C  20380 

Decentralized  Segments  -  Marine  Corps  organizations  having 
FREDS  capability  (or  requirement  or  related  information).  Addresses 
are  as  shown  in  the  Navy  Standard  Distribution  List  (OPNAV  09B.3- 
107). 

Categories  of  individuals  covered  by  the  system: 

All  active  Marine  Corps  Air  Crewmembers  (Naval  Aviators/Naval 
Flight  Officers  and  Enlisted  Crewmembers) 

Categories  of  records  in  the  system: 

File  contains  personal  identifying  information  such  as  name,  rank, 
social  security  number,  organization  etc.,  and  specific  information 
with  regard  to  aviation  qualifications. 

Authority  for  maintenance  of  the  system:  ^ 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Headquarters,  U  S  Marine  Corps  and  Marine  Corps  command, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  the  administration  and  management  of  Marine  Corps 
Air  Crewmember  assets  as  required  in  the  performance  of  official 
duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  w  ithin 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tive  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

On  magnetic  tape 

Retricvability: 

By  social  security  number  of  the  individual- addressed 
■  Safeguards: 

Tapes  are  stored  in  limited  access  areas  and  handled  by  personnel 
that  are  properly  trained  in  working  with  personal  information. 

Retention  and  disposal: 

File  is  maintained  on  individual  as  long  as  he  is  in  an  active  flight 
status,  information  pertaining  to  individual  so  removed  is  erased  from 
tape. 

System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Wa.shington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from  the  individual  command  to 
which  an  individual  is  assigned  for  duty.  Addresses  of  individual 
commands  are  as  listed  in  the  Navy  Standard  Distribution  List 
(OPNAV  I»O9B3-107). 

Record  access  procedures: 

Written  requests  from  individuals  should  be  addressed  to  the  Com¬ 
manding  Officer  of  the  aviation  unit  to  which  they  are  assigned  for 
duty.  Addresses  are  shown  in  the  Navy  Standard  Distribution  List. 

Personnel  not  permanently  assigned  to  an  aviation  command  may 
request  information  from  the  Commandant  of  the  Marine  Corps 
(Code  AA),  Headquarters,  U  S  Marine  Corps  Washington.  D  C 
20380. 

Written  requests  should  include  name,  and  social  security  number. 

For  personal  visits  the  individual  should  be  able  to  provide  person¬ 
al  identification,  such  as  valid  military  identification  card,  drivers 
license,  etc. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

The  primary  source  is  the  individual.  Ht>wever  the  individual's 
commanding  officer  or  the  commanding  officer's  designated  individu¬ 
al  fulfills  certain  criteria. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MAA00002 

S>stem  name: 

Marine  Corps  Aircrew  Performance/Qualification  Information 

System  location: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system: 

Marine  Corps  aeronautically  designated  personnel  (Naval  Aviators, 
Naval  Flight  Officers,  and  aircrew  members)  who  have  been  the 
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subject  of  medical  qualification,  flight  pay  entitlement,  and/or  Flight 
Status  Selection  Board  (FSSB)  correspondence. 

Categories  of  records  in  the  system: 

The  file  contains  information  on  medical  qualification,  flight  pay 
entitlements,  and/or  FSSB  correspondence  and  the  background  data 
addressing  such  correspondence. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  their  assigned  duties  with  respect  to 
the  administration  and  manag  .  lent  of  Marine  Corps  aeronautically 
designated  personnel. 

Ciepartment  of  Defense  and  its  Components  •-  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties.  , 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  •  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps.  / 

Pulicies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Information  is  contained  on  paper  records  in  file  folders. 

Retrievability: 

Information  is  retrieved  alphabetically  by  the  la.st  name  of  the 
individual  concerned. 

Safeguards: 

Building  containing  files  employs  24  hour  security  guards.  Offices 
containing  files  are  locked  after  working  hours  and  personnel  han¬ 
dling  records  do  so  only  on  a  ’need-to-know’  basis.  Such  personnel 
are  trained  and  screened  for  dependability.  Material  that  could  be 
considered  ’career-sensitive’  is  retained  in  a  safe. 

Retention  and  disposal: 

Files  are  permanent.  They  are  retained  in  active  file  until  it  is 
determined  they  are  no  longer  required,  then  transferred  to  Marine 
Corps  Central  Files  for  historical  deposit. 

System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  AA) 

Headquarters.  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/6‘?4-1391 

Record  access  procedures: 

Written  requests  from  the  individual  should  be  addressed  to  the 
Commandant  of  the  Marine  Corps  (Code  .AAZ),  Headquarters,  U  S 
Mari:ie  Corps,  Washington,  D  C  20380  and  should  contain  the  full 
na.ne,  social  security  number  and  signature. 

For  personal  visits  the  individual  should  provide  valid  identifica¬ 
tion  such  as  military  identification  card,  Department  of  Defense 
building  pass,  drivers  license,  or  other  type  identification  that  in¬ 
cludes  picture  and  signature.  In  the  absence  of  such  identification,  the 
individual  must  provide  sufficient  data  to  insure  that  the  individual  is 
the  subject  of  the  inquiry. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 


Information  is  obtained  from  official  reports,  boards,  inquiries  and 
requests.  Information  is  also  obtained  from  the  review  of  Naval 
Aviator/Naval  Flight  Officer  Reporting  Management  System  (NAN- 
FORMS)  data. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MAA00003 

System  name: 

NaYal  Aviator/Naval  Flight  Officer  Reporting  Management 
System  (NANFORMS) 

System  location: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps  Washington,  D.  C.  20380. 

Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  aeronautically  designated  officer  personnel 
(Naval  Aviators,  Naval  Flight  Officers  and  Officer  Navigators) 

Categories  of  records  in  the  system: 

File  contains  a  summary  of  individual  flight  experience  by  fiscal 
year  and  type  of  aircraft  in  addition  to  rank,  military  occupation 
specialty  and  current  duty  assignment. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organization  -  By  officials  and  employees  of  the  Marine 
Corps  in  connection  with  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U.  S.  -  By  officials  and  employees  of 
the  Office  of  the  attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  pui  view  of  said  court. 

Congress  of  the  U.  S.  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U.  S.  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U.  S.  -  By  the  Comptroller  Gen¬ 
eral  or  any  of  his  authorized  representatives  in  the  course  of  the 
performance  of  duties  of  the  General  Accounting  Office  relating  to 
the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
dis'posing  of  records  in  the  system: 

Storage: 

Information  is  stored  on  magnetic  tape 

Retrievability: 

Information  is  reirieved  by  social  security  number. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  trained  and 
screened. 

Retention  and  di.sposal: 

Records  are  permanent.  Older  files  are  stored  in  Marine  Corps 
Cential  Files  System. 

System  manai’cr(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  .Marine 
Corps,  Washingt.on,  D.  C.  20380. 

Notification  procedure: 

InforiTiation  may  fie  obtained  from: 

fbe  Commandant  of  the  Marine  Corps  (Code  A.AZ) 
Headquarters,  U  S  Marine  Corps 
Washington,  D.  C.  20380 
•Telephone:  Area  Code  202/694-1391 

Record  access  procedures: 

Requests  from  individuals  should  contain  the  full  name,  social 
security  number  and  signature  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
valid  personal  identification  such  as  military  identification  card,  De¬ 
partment  of  Defense  Building  Pa.ss,  drivers  license,  etc.  In  the  ab- 
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sence  of  the  above  identification,  the  individual  will  be  asked  to 
provide  sufficient  data  to  insure  that  he  is  the  subject  of  the  inquiry. 
Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories; 

Information  contained  in  the  records  is  obtained  from  the  Depart¬ 
ment  of  the  Navy-wide  Individual  Flight  Activity  Reporting  System 
(IFARS)  AND  FROM  THE  Manpower  Management  System 
(MMS). 

Systems  exempted  from  certain  provisions  of  .the  act: 

None 

Mnxioooi 

System  name; 

Automated  Leave  and  Pay  System  (ALPS) 

System  location: 

Primary  System  -  The  Commandant  of  the  Marine  Corps.  Head¬ 
quarters.  U  S  Marine  Corps.  Washington.  D  C  20380 
Decentralized  System  -  Major  Marine  Corps  Commands 
Categories  of  individuals  covered  by  the  system: 
all  Marine  Corps  Civilian  Employees  at  Major  Marine  Corps  Com¬ 
mands 

Categories  of  records  in  the  system: 

Pay  and  Leave  Records  of  Marine  Corps  Civilian  Employees 
Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego 
lies  of  users  and  the  purposes  of  such  uses: 

Headquarters.  U  S  Marine  Corps;  and  Marine  Corps  commands, 
activities,  and  organizations  -  To  administer  and  manage  all  pay  and 
leave  matters  for  individual  civilian  employees. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

The  Internal  Revenue  Service  -  By  officials  and  employees  of  the 
Internal  Revenue  Service  in \:onnection  with  such  matters  relating  to 
their  official  duties. 

State  and  local  governmental  agencies  •  By  officials  and  employees 
of  State  and  local  governmental  agencies  in  connection  with  such 
matters  relating  to  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  Tape  or  Disk 
Retrievability: 

Employee  Badge  Number  or  SSN 
Safeguards: 

Restricted  Access  to  Areas  where  Maintained 
Retention  and  disposal: 

Permanent  Files 

Sy  stem  manageris)  and  address: 

The  Commandant  of  the  Marine  Corps  (Code  FD),  Headquarters, 
U  S  Marine  Corps,  Washington,  D  C  20380 
Notification  procedure: 

Information  may  be  obtained  from  the  Marine  Corps  installation  or 
activity  at  which  the  individual  is  employed. 

Record  access  procedures: 


Requests  from  individuals  should  be  addressed  to  the  commanding 
officer  at  which  the  individual  is  employed.  Addresses  of  Marine 
Corps  installations,  activities,  and  organizations  are  listed  in  the  Navy 
Standard  Distribution  List  (OPNAV  P09B3-I07).  Written  requests 
should  contain  full  name,  social  security  number  or  employee  badge 
,  number,  and  signature  of  the  individual  concerned. 

Personal  visits  may  be  made  to  the  appropriate  installation,  activity 
or  organization  during  the  normal  work  week  between  the  hours  of 
8KX)AM-4:30PM.  -For  personal  visit  the  individual  should  be  able  to 
provide  valid  personal  identification  such  as  employee  badge,  drivers 
license,  medicare  card,  etc. 

Contesting  record  procedures: 

The  Agency’s  Rules  for  Access  to  Records  and  for  Contesting 
Contents  and  Appealing  initial  Determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  Sysmanager 
Record  source  categories: 

Application  and  related  forms  provided  by  the  employee  in  matters 
relating  to  his/her  employment.  Employment  data  to  include  time 
cards,  standard  pay  increases,  leave,  etc.  provided  by  the  employer 
or  its  official  representative.  Data  such  as  tax  rates,  employee  benefit 
information  etc.  provided  by  appropriate  federal,  state  or  local  gov¬ 
ernmental  agencies  or  their  designated  representatives.  Information 
from  courts,  and  attorney  having  to  do  with  employee  wages  entitle¬ 
ments  and  benefits. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFD00002 

System  name: 

PRIMARY  MANAGEMENT  EFFORTS  (PRlME)/OPER- 
ATIONS  SUBSYSTEM 
System  location: 

Primary  System  -  The  Commandant  of  the  Marine  Corps,  Head¬ 
quarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Decentralized  System  -  Major  Marine  Corps  Commands 
Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  Civilian  Employees  and  Selected  Military  Per¬ 
sonnel  at  Major  Marine  Corps  Commands 
Categories  of  records  in  the  system: 

Labor  Distribution  Records 
Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  matters  regarding  their  a.ssigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  Tape  or  Disk 
Retrievability: 

Employee  Badge  Number  or  social  security  number 
Safeguards: 

Restricted  Access  to  Areas  where  Maintained 
Retention  and  disposal: 

Permanent  Record.  Completely  Deleted  upon  Termination  of  Em¬ 
ployee 
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System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  tieadquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  FD) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/604-1080 

Record  access  procedures: 

Request  from  individuals  should  be  addressed  to  the  individual's 
employing  activity.  Activity  addresses  are  as  shown  in  the  Navy 
Standard  Distribution  List  (OPNAV  09B3-107). 

Written  requests  should  contain  the  individual's  full  name,  social 
security  number,  employee  number  (if  applicable)  and  signature. 

For  personal  visits,  the  individual  should  provide  sufficient  identifi¬ 
cation  to  insure  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGF.R 

Record  source  categories: 

Employing  activity  of  the  individual 

Systems  exempted  from  certain  prosisions  of  the  act: 

None 

MFD00003 

System  name: 

Joint  Uniform  Military  Pay  System/Manpower  Management 
System  (JUMPS/MMS) 

System  location: 

Primary  System  -  Marine  Corps  Automated  Services  Center,  1500 
East  Bannister  Road.  Kansas  City,  Missouri  64131;  Marine  Corps 
Finance  Center,  1500  East  Bannister  Road,  Kansas  City,  Missouri 
64197. 

Decentralized  Segments  -  There  are  eight  Satellite/Command  Data 
Processing  Installations  (SDPl/CDPI)  which  maintain  files  with  sim¬ 
ilar  records  at  the  following  locations:  SDPl  02,  M.irine  Corps  Base, 
Camp  Lejeune,  NC  28542;  SDPI  03,  Marine  Corps  P.ise,  Camp 
Pendleton,  CA  92055;  SDPl  06,  FMF  Pacific,  FPO  San  Francisco, 
CA  96610;  SDPl  09,  Headquarters  U  S  Marine  Corps,  Washington, 
D  C  20380;  SDPl  1 1,  Marine  Corps  Recruit  Depot,  Parris  Island,  SC 
29905;  SDPl  15,  Marine  Corps  Recruit  Depot,  San  Diego.  CA  92140; 
CDPI  17,  Marine  Corps  Base,  Quantico,  V'A  22134;  SDPl  27,  Marine 
Corps  Base,  Camp  S  D  Butler,  FPO  Seattle,  WA  98773;  First  Marine 
Brigade,  FIXD  San  Francisco,  CA  96615. 

Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  personnel. 

Categories  of  records  in  the  system: 

The  JUMPS/MMS  automated  system  of  records  contains  the  fol¬ 
lowing  fields  (data  ciemenis  and  data  sets)  and  sub-fields;  Sixrial 
Security  Number  and  the  last,  first,  and  middle  initial  (key);  Name, 
Member  Service  Number,  Contract  l.egal  Agreement,  Duty  l.imita- 
tion,  Race/Se.x/Ethnic  Group,  Present  Unit  Identification,  Tempo¬ 
rary  Report  it  g  L’nit  Code,  Former  Unit  Identification,  Intermediate 
Unit  Identification,  Future  Unit  Identification,  Command  Data  Prix;- 
essing  Installation  Code,  Individual  Location,  Message  Routing  Indi¬ 
cator,  Pay  F.ntry  Base  Data,  Armed  Forces  Active  Duty  Base  Date, 
Active  Naval  Service  Base  Date,  Current  Active  Duty  Began  Date, 
Date  of  Fnlistment/ Acceptance,  Date  of  Original  Entry  Armed 
Forces,  Date  of  Birth,  Estimated  Date  of  Departure,  Estimated  Date 
of  Arrival,  Date  Current  Tour  Began,  Date  Detached  Last  Com¬ 
mand,  Rotation  Tour  Date,  Date  Arrived  U  S  Dependents  Not 
Restricted,  Date  Arrived  U  S  Enlistment,  Careerist  Flag,  Contract 
Extension  Data,  Expiration  of  Obligated  Service,  Security  Investiga¬ 
tion,  Permanent  Gtade  ,  Incentive  Pay,  Proficiency  Pay,  Special  Pay, 
Hostile  Fire  Pay,  Basic  Allowance  for  Subsistence,  Basic  Allowance 
for  Quarters,  Duty  Status,  Last  Processing  Cycle  Information,  Proj¬ 
ect  Duty  Status,  Preference  for  Duty,  Grade  for  Which  Selected, 
Citizenship,  Combat  Service,  Former  Prisoner  of  War,  Civilian  Edu¬ 
cation,  Accession  Code  (Program  Enlisted  Under),  Military  Occupa¬ 
tional  Specialties,  Reserved  for  Future  Use,  Religion,  Tour  Control 
Factor,  Sea  or  Foreign  Duty,  Program  Element  Number,  Responsi¬ 
bility  Center  Number,  Marital  Status,  Ethnic  Group,  Intermediate 
Monitored  Command  Code  -  Estimated  Date  of  Arrival,  Current 
Active  Duty  Begin  Date,  Estimated  Date  of  Departure,  Special 
Grade  and  Date  of  Rank,  Old  Reason  for  Transfer  Code,  New 
Reason  for  Transfer  Code,  Present  Tour  Control  Factor,  Prospective 


Officers  Source  Code.  Reenlistment  Bonus  Type,  Selective  Reenlist- 
ment  Bonus  Zone,  Separation  Document  Type,  Composite  Score, 
Armed  Services  Vocational  Aptitude  Battery,  Deployment  Moni¬ 
tored  Command  Code,  Date  Dependents  Location  Begin,  Visual 
Audit  Field,  Date  Joined  Present  Unit,  TAD  Excess  Flag,  TAD 
DPI,  Officers  School  Graduation,  Active  Duty  Officer  Base  Date, 
Active  Duty  Aviation  Service  Base  Date,  Accession  Code.  Future 
Tour  Control  Factor,  Intended  Transfer  Date,  Permanent  Change  of 
Station  Code,  Reason  for  Transfer  Flag,  Advanced  Monitored  Com¬ 
mand  Ccxle,  Advanced  Monitored  Command  Code  -  Estimated  Date 
of  Arriv'al,  Intermediate  Monitored  Command  Code  -  E.-vtimated 
Date  of  Arrival,  Prospective  Officers  Source  Code,  Current  Source 
of  Entry  Ccxfe,  Home  of  Record,  Prior  Key,  Days  Lust  Current 
Contract,  Separation  Document  lype.  Language  Proficiency,  Lan¬ 
guage  Aptitude  Test,  Electronic  Technician  Selection  Test  (Enfisted 
Only),  Reserved  for  Expansion,  General  Military  Subjects  Test  Re¬ 
sults,  Cla.ssiricalion  Test,  Computed  General  Iccluiical  or  General 
Classification  Test,  .Armed  Forces  Qualification  Test/Ariny  Qualifi¬ 
cation  Test  Score  (Enlisted  Only),  Army  Qualification  Battery 
Scores,  Service  Schools,  Dependents  Information,  Aeronautically 
Designated  Officers  &  Noncommissioned  Officers  Information,  Date 
Last  Tour  Combat/Combat  Support  Area,  Optional  Narrative  l  orm, 
Aeronautically  Designated,  Officers  &  Noncommissioned  Officers  In¬ 
formation,  Date  Designated  Military  Pilot,  Separation  Data,  Service 
Date  (Officer),  Lineal  Control  Number/Precedence  Number  Present 
Rank,  Separation  Data  Addendum,  l.ineal  Control  Number/Prece- 
dcnce  Number  Permanent  Rank,  Month  Attended  Service  Academy, 
Lineal  Footnotes,  Running  Mate,  Limited  Duty  Officer/ Warrant  Of¬ 
ficer  Footnotes,  Date  of  Acceptance  1st  Commission  in  the  Marine 
Corps,  Date  of  Rank  1st  Commission  in  the  Marine  Corps,  Date  of 
Rank  1st  Commission  Limited  Duty  Officer,  Visual  Audit.  Electronic 
Data  Processing  Test  Score,  Language  Aptitude  Test  Date.  Social 
Security  Number  Validation  Monitor,  Last  Transfer  Processing,  In¬ 
formation,  Temporary  Additional  Duty  Excess  Flag,  Temporary  Ad¬ 
ditional  Duty  Data  Processing  Installation,  Graduates  Obligation 
Code,  Active  Duty  Spouse  Identification,  Fleet  Assistance  Program 
Unit  Identification,  Active  Duty  Off  Service  Base  Date,  Active  Duty 
Officer  Aviation  Service  Base  Date,  Program  Enlisted  For,  Oper¬ 
ational  Flying  Time,  Operational  Flying  Computation  Date,  Oper¬ 
ational  Flying  Start  Date,  Operational  Flying  Stop  Date,  Operational 
Flying  Time  Base  Date,  Operational  Flying  Gate  One,  Operational 
ITying  Gate  Two,  Reserved,  Platoon  Number,  Cycle  Number,  Last 
Type  Transaction  Code  Touched,  Not  used  at  this  lime.  Today’s 
Date,  Disbursing  Officers  Symbol,  Command  DPI  of  Parent  Reptvrt- 
ing  Unit  Code,  Pay  Group,  Pay  Status,  Local  Disbursing  Office 
Cognizance,  Payment  Option/Leave  and  Earnings  Statement  Disfri- 
buiion/Pay  Distribution  Code,  Federal  Withholding  Tax  Data.  Leave 
Account,  Wage  and  Tax  Summaries,  Dependency  Status,  Dependen¬ 
cy  Determination,  Basic  Pay,  Pay  Grade,  Years  in  Service,  Scrvicc- 
mari’s  Group  Life  Insurance  Deduction,  Federal  Income  Tax  With¬ 
holding,  Federal  Indemnity  Compensation  Act  Tax  Withholding, 
Payments,  JUMPS  Account  Standing,  Total  Allotment  Deductions, 
Last  Update  and  Extract  Date,  Savings  Deposits,  Pay  Extraction 
Flag,  Regular  Reenlistment  Bonus,  Variable  Reenlistment  Bonus, 
Time  Lost,  Detention  of  Pay,  Repayment  Date,  Dislocation  .Allow¬ 
ance,  Inadequate  Quarters,  Interim  Housing  Allowance,  Indebtedness 
for  Final  Settlement,  Incentive  Pay  I,  Proficiency  Pay,  Sea  and 
Foreign  Duty  P'ay,  Diving  Pay,  Hostile  Fire  Pay,  Subsistence  Credit, 
Basic  Allowance  For  Qu4rters,  Personal  Money  Allowance,  Family 
Separation  Allowance,  Incentive  Pay  2,  Cost  of  Living  Allowance, 
Housing  Allowance,  Additional  Federal  Tax  Withholding,  Subsist¬ 
ence  Debits,  Court  Martial/Nonjudicial  Punishment  Deductions,  Mis¬ 
cellaneous  Credits,  Miscellaneous  Debits,  Other  Continuing  Monthly 
Dcdacti  ms,  Miscellaneous  Leave  Data,  Retired  Serviceman’s  Family 
ProtCttion  Plan  Data,  Temporary  Lodging  Allowance,  Clothing 
Maintenance  Data,  Basic  Allowance  for  Quarters  Debits,  Pay 
Ch.mge  F'lag,  Pay  Day  Data,  Miscellaneous  Data,  Check  Mailing 
Addres.s,  Other  Services  Disbursing  Officer  Indicator,  Reduced  Tax, 
Unassigned,  Saved  Pay  Original  Entitlement,  Saved  Pay  Current 
Entitlement,  Tax  L.xclusion/Nonrcsident  Alien  Exempt  Taxable  Pay, 
Selective  Reenlistment  Bonus,  Officer  Status  Change  Flag,  Aviation 
Career  Incentive  Pay,  Advance  Pay  and  Allowances,  Power  of  At¬ 
torney. 

The  MMS  master  files  consist  of  a  complete  magnetic  record  for 
each  Marine  serving  on  active  duty  for  a  period  in  excess  of  30  days. 
The  Remote  Entry  Data  Display  Terminal  (REDDT  )  is  a  subsystem 
of  MMS.  It  has  the  capability  to  directly  access  an  extract  of  the 
master  file.  The  procedure  used  to  establish  the  initial  computer 
record  and  add  the  individual  to  the  Marine  Corps  strength  is  the 
accession  process.  The  accession  of  recruits  is  accomplished  through 
the  Recruit  Accession  Management  Subsystem  (RAMS).  The  Com¬ 
missioning  Accession  Management  Subsystem  (CAMS)  is  designed  to 
access  all  officer  records  into  JUMPS/MMS.  Accession/  reaccession 
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of  all  nonrecruit  enlisted  records  is  accomplished  through  the  Head¬ 
quarters  Accession  Management  Subsystem  (HAMS)  at  Headquar¬ 
ters,  U  S  Marine  Corps.  The  Accession  Transcription  Form  (ATF)  is 
an  CXTR  form  which  contains  information  extracted  from  the  enlist¬ 
ment  contract  and  transfer/assignment  to  active  duty  orders.  The 
ATF  is  completed  and  processed  to  establish  the  computer  record. 
The  Manpow'er  Management  Information  System  (MMIS)  consists  of 
models  and  processes  within  MMS  These  models  and  processes  sup¬ 
port  manpower  planners  and  programmers  to  optimize  assignments  to 
unaccompanied  overseas  tours,  predict  enlisted  population  by  grade 
and  military  occupational  specialty  (MOS)  and  to  test  various  pt>li- 
cies  related  to  unrestricted  officer  promotion  planning. 

Some  manual  files  containing  substantiating  documents  and  other 
data  relative  to  each  member’s  JUMPS/MMS  record  are  maintained. 
These  file'  folders  may  contain  any  part  of  the  JUMPS/MMS  record 
and  any  one  or  more  of  the  following  documents:  Military  Pay 
Record,  Military  Payroll  Money  List.  Military  Pay  Voucher,  Certifi¬ 
cate  for  Performance  of  Hazardous  Duty,  Application  for  Arrears  in 
Pay,  Cash  Collection  Voucher,  Authorization/Designation  for  Emer¬ 
gency  Pay  and  Allowances,  Wage  and  Tax  Statement,  Employees 
W'ithholding  Exemption  Certificate  (IRS  W-4),  Employees  Withhold¬ 
ing  Exemption  Certificate  (IRS  W-4E),  Notice  of  Levy.  General 
Accounting  Office  Notice  of  E.xemption,  Dependency  Certificate 
(Wife  or  CIjild  Under  21  Years),  Dependency  Certificate  (Mother  or 
Father),  Dependency  Certificate  (Unmarried  Child  Over  21  Years), 
Dependency  Application,  Clothing  Checkage,  Statement  to  Substan¬ 
tiate  Payment  of  Family  Separation  Allowance,  Government  Proper¬ 
ty  Checkage,  Personal  Financial  Records,  Unit  Diary,  Dependent 
Travel  Record,  Allotment/Bond  Authorization,  Certificate  for  Cost 
of  Living  and.^or  Housing  Allowance,  Certificate  for  Temporary 
Lodging  Allowance,  Removal  of  Mark  of  Desertion,  Field  Rations 
Certificate,  Liquidation  of  Indebtedness,  Initial  Uniform  Allowance 
for  Officers,  Additional  Uniform  Allowance  for  Officers.  Excess 
Weight-Household  Goods  Shipment,  Hospital  Rations  Checkage, 
Excess  Expense  Involving  Movement  of  House  Trailer,  Transporta¬ 
tion  Checkage,  Meal  Ticket  Checkage,  Advance  Pay,  Advance  Pay 
and  Allowances,  Discharge  Gratuity,  Combat  Arms  Bonus,  Health 
Care  Coverage,  Government  Quarters  Termination  and  Assignment. 
Inadequate  Quarters  Termination  and  Assignment,  Lump-Sum  L  eave, 
Rations  Commuted  to  Private  Mess,  Reenlistmcnt  Bonus,  V'ariable 
Reenlistment  Bonus,  Selective  Reenlistment  Bonus,  Sick  Misconduct, 
Prorated  Rations,  Supplemental  Rations,  Basic  Allowance  for  Quar¬ 
ters  (Own  Right). 

Authority  for  maintenance  of  the  system: 

Title  to  and  37,  U  S  Code  Section  5031  and  5201 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U.  S.  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  the  performance  of  their  a.ssigned  duties  in  matters 
relating  to  a  Marine’s  automated  personnel  and/or  pay  record. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S'-  By  officials  and  employees  of 
t’ne  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  E.xecutive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  w  ithin 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Ctimptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

By  officials  and  employees  of  the  American  Red  Cross  and  the 
Navy  Relief  Society  in  the  performance  of  their  duties.  Access  will 
be  limited  to  those  portions  of  the  member’s  record  required  to 
effectively  a.ssist  the  member. 

Federal,  stale  and  local  government  agencies  -  By  officials  and 
employees  of  federal,  slate  and  local  government  through  official 
request  for  informaiion  with  respect  to  law  enforcement,  investiga¬ 
tory  prcx;edures,  criminal  prosecution,  civil  court  action  and  regula¬ 
tory  order. 

"To  provide  information  to  another  agency  or  to  an  instrumentality 
of  any  governmental  jurisdiction  within  or  under  the  control  of  the 
United  States  which  has  been  authorized  by  law  to  conduct  law 


enforcement  activities  pursuant  to  a  request  that  the  agency  inititate 
criminal  or  civil  action  against  an  individual  on  behalf  of  the  U.  S. 
Marine  Corps,  the  Department  of  the  Navy,  or  the  Department  of 
Defense. 

To  provide  information  to  individuals  pursuant  to  a  request  for 
assistance  in  a  criminal  or  civil  action  against  a  member  of  the  U.  S. 
Marine  Corps,  by  the  U.  S.  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Department  of  Defense. 

Department  of  Health,  Eklucation  and  Welfare  (DHEW)  -  Disclo¬ 
sure  of  the  name,  rank  or  grade,  and  social  security  account  number 
of  each  Marine  Corps  active  duty  military  member  to  the  Inspector 
General  of  DHEW  for  the  specific  purpose  of  comparison  with 
appropriate  rolls  reflecting  recipients  of  .Aid  to  Families  with  De¬ 
pendent  Children  (AFDC). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  is  recorded  on  magnetic  records  and  discs,  punch  cards, 
computer  printouts,  microform,  file  folders,  and  other  documents, 

Rett  ievability: 

The  data  contained  in  magnetic  records  can  be  displayed  on  cath¬ 
ode  ray  tubes,  it  can  be  computer  printed  on  paper,  and  it  can  be 
converted  to  microform  for  information  retrieval;  the  data  in  the 
supporting  file  folders  and  other  manual  records  is  retrieved  manual¬ 
ly,  Computerized  and  conventional  indices  are  required  to  retrieve 
individual  records  from  the  system.  Normally,  all  types  of  records 
are  retrieved  by  Social  Security  Number  and  name. 

Safeguards: 

Building  management  employs  security  guards;  building  is  kx:ked 
nights  and  holidays.  Authorized  personnel  may  enter  and  leave  the 
building  during  nonworking  hours  but  must  sign  in  and  out.  Records 
are  maintained  in  areas  accessible  only  to  authorized  personnel  that 
are  properly  screened,  cleared  and  trained. 

Access  to  pers<.inal  information  is  limited  to  authorized  personnel 
with  a  need-to-know.  Access  is  restricted  to  specific  applications 
programs,  records,  and  files  to  which  personnel  have  a  specific  and 
recorded  need-to-know.  Online  data  sets  (both  tape  and  disc)  pertain¬ 
ing  to  personal  information  are  password  protected,  areas  are  con¬ 
trolled  aiid  acce:>s  lists  are  used.  The  files  are  also  protected  at  a  level 
appropriate  to  the  type  of  information  being  processed. 

Retention  and  disposal: 

Magnetic  records  are  maintained  on  all  Marine  Corps  personnel 
while  they  are  in  service,  and  for  a  period  of  4  months  after  they  are 
separated  from  the  .service.  Paper  and  film  rectrrds  are  maintained  for 
a  period  of  10  years  after  the  final  transaction.  End  calendar  and 
fiscal  year  ’snapshots’  of  the  M.MS  data  b.ise  are  .maintained  indefi¬ 
nitely  in  magnetic  form  at  Headquarters,  U.  S.  Marine  Corps. 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Requests  from  individuals  for  information  concerning  pay  related 
matters  should  be  addressed  to  the  Commandant  of  the  Marine  Corps 
(Code  I'D).  Requests  from  individuals  for  information  concerning 
personnel  matters  should  be  addressed  to  the  Commandant  t>f  the 
Marine  Corps  (Code  MP). 

Requesting  individual  must  supply  full  name  and  Social  Security 
Number. 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64197  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a  driver’s 
license,  or  other  suitable  proof  of  identity. 

Record  access  procedures: 

Information  on  JUMPS  may  be  obtained  from  the  member’s  lix;al 
disbursing  officer.  Information  on  MMS  may  be  obtained  from  the 
member’s  immediate  commanding  officer.  Requests  for  informaiion 
from  persons  no  longer  in  service  should  be  signed  by  the  person 
requesting  the  information.  Dates  of  service.  Social  Security  Number, 
and  full  name  of  requester  should  be  printed  or  typed  on  the  request. 
It  should  be  sent  to  the  Marine  Corps  Finance  Center,  1500  East 
Bannister  Road,  Kansas  City,  Missouri  64197. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 
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Recruiting  ofTices,  disbursing  offices,  administrative  offices,  and  the 
individual  Marine  are  the  principle  sources  of  the  information  con¬ 
tained  in  the  JUMPS/MMS  record  for  that  person. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFD00004 

System  name: 

Bond  and  Allotment  (B&A)  System 

System  location: 

Marine  Corps  Automated  Services  Center  (MCASC),  1500  East 
Bannister  Road,  Kansas  City,  Missouri  64131;  Marine  Corps  Finance 
Center  (MCFC),  1500  East  Bannister  Road,  Kansas  City,  Missouri 
64197 

Categories  of  individuals  covered  by  the  system: 

The  allotment  system  contains  all  active  allotments  and  limited  (12 
months)  stop  history  for  each  active  duty,  retired,  and  Fleet  Marine 
Corps  Reserve  (FMCR)  member  who  authorized  an  allotment  from 
his  pay  and  allowances. 

Categories  of  records  in  the  system: 

The  allotment  file  contains  allotments  authorized  by  the  Marines 
concerned,  as  provided  under  instructions  issued  by  the  Secretary  of 
Defense. 

Ihe  B&A  automated  system  is  made  up  of  records  which  contain 
the  following  fields  (data  elements  and  data  sets);  Identification 
Number  (Social  Security  Number  (SSN));  Initials  of  Name  (Last, 
First,  Middle);  Rank/Category;  Last  Name  and  Suffix;  Last  Pay 
Dale;  First  Pay  Date;  Work  Date;  Amount;  Term  (in  months);  Ac¬ 
count/Policy  Number;  Authority/Date/Remark;  Bond  Owner  Name; 
Bond  Owner  SSN:  Co-owner  Beneficiary  Flag;  Co-owner  or  Benefi¬ 
ciary  Name;  Co  owner  or  Beneficiary  SSN;  Authority/Date/ 
Remark;  Name  of  Recipient;  Street  Address/Post  Office  Box;  City 
and  State/Country;  Geographic  Code  (City,  State/Country);  Zip 
Code;  Authorily/Date/Remark. 

Authority  for  maintenance  of  the  system: 

Title  37,  U  S  Code.  The  authority  for  continuing  deduction  for 
garnishment  of  pay  is  outlined  in  section  459  of  Public  Law  93-647. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  system  is  to  provide  for  the  payment  of 
allotments  and  for  the  issuance,  cancellation,  of  U  S  Treasury  checks 
and  savings  bonds  as  authorized  by  appropriate  directives.  The  data 
obtained  from  the  system  provides  for  the  control  and  ultimate  dispo¬ 
sition  of  all  treasury  checks  and  savings  bonds  prepared.  Allows  for 
the  collection  of  appropriate  data,  to  render  an  accurate  accounting 
of  public  funds  expended  or  collected  as  required  by  the  Navy 
Comptroller  Manual.  The  allotment  file  is  utilized  by  the  Joint  Uni¬ 
form  Military  Pay  System/  Manpower  Management  System 
(JUMPS/MMS)  and  Retired  Pay  systems  to  calculate  the  monies  due 
active  duty,  retired,  and  FMCR  members  of  the  U  S  Marine  Corps. 

The  allotment  class  and  dollar  value  are  displayed  on  the  JUMPS 
Leave  and  Earnings  Statement  (LES)  as  issued.  Copies  of  the  LES 
are  distributed  as  follows: 

Original  (white)  •  Disbursing  Officer  (DO)  having  custody  of 
the  Personal  Financial  Record. 

Duplicate  (yellow)  •  furnished  the  Marine  concerned. 

Triplicate  (pink)  -  furnished  the  Commanding  Officer  (CO)  for 
retention  on  the  Marine’s  service  record. 

For  permanent  record  retention  purposes,  one  copy  will  be  filed 
at  the  MCFC  in  microform. 

The  allotment  information  concerning  first,  last  payment  dates, 
term  (if  applicable),  amount,  purpose,  and  allottee  is  furnished 
the  CO  and  DO  on  an  annual  basis  for  audit  purposes.  This 
information  is  prepared  as  outlined  in  paragraph  70304, 

JUMPS  Field  Procedures  Manual. 

The  total  dollar  value  of  active  allotments  is  furnished  each 
retired  and  FMCR  Marine  each  time  a  new  statement  of  his 
account  card  is  preparec^ 

Verification  and/or  infornfation  concerning  a  specific  allotment 
may  be  released  (as  requested)  to  the  following; 

Marine  concerned. 

Marine's  CO 

Marine’s  DO 

Recipient  of  the  allotment. 

Treasury  Department. 

Federal  Reserve  Bank. 

Federal  Bureau  of  Investigation. 

Naval  Audit  Service. 

General  Accounting  Office. 

Postal  Inspectors. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  is  recorded  on  magnetic  records,  punch  cards,  computer 
printouts,  microform,  file  folders,  and  other  documents. 

Retrievability: 

The  data  contained  in  magnetic  records  can  be  displayed  on  cath¬ 
ode-ray  tubes,  it  can  be  computer  printed  on  paper,  and  it  can  be 
converted  to  microform  for  information  retrieval;  the  data  in  the 
supporting  file  folders  and  other  manual  records  is  retrieved  manual¬ 
ly.  Normally  all  types  of  records  are  retrieved  by  SSN  and  name. 

Safeguards: 

The  Allotment  Division  is  locked  during  nonduty  hours,  as  well  as 
'the  building  being  under  security  guard  protection.  Files  within  the 
division  are  accessible  only  to  authorized  personnel. 

Retention  and  disposal: 

Magnetic  records  are  maintained  by  MCASC  on  all  active  allot¬ 
ments  during  the  life  of  the  allotment  and  for  a  period  of  12  months 
after  the  allotment  has  been  stopped.  Paper  and  microform  files 
relating  to  the  Allotment  Division  files  are  disposed  of  as  directed  by 
SECNAVINST  P52 12.53. 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps  (Code  FD),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Individual  requests  for  information  should  be  .addressed  to  the 
Marine  Corps  Finance  Center,  Allotment  Division,  Kansas  City,  Mis¬ 
souri  64197. 

Requests  for  information  must  contain  member’s  SSN,  name,  mili¬ 
tary  service  number  (if  applicable),  and  any  other  pertinent  data 
concerning  the  information  desired. 

A  person  may  visit  any  Marine  Corps  disbursing  office  to  find  out 
if  the  system  contains  records  pertaining  to  him  or  her. 

For  personal  visits  the  requester  must  present  a  military  identifica¬ 
tion  card  or  copy  of  an  Armed  Forces  of  United  States  Report  of 
Separation  from  Active  Duty  (DD  Form  214  (MC))  for  separated 
personnel. 

Record  access  procedures: 

Mailing  address  for  the  Allotment  Division  is  available  in 
DODPM,  Marine  Corps  Order  (MCO)  P7220.31,  and  the  NAVTEL- 
COMINST  2300.14  (Plain  Language  Address  Directory). 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Information  pertaining  to  an  individual  who  has  active  allotments 
is  affected  by  unit  diary  input  concerning  name,  or  SSN  changes,  and 
to  ensure  allotments  are  stopped  when  a  Marine  is  reported  to  be 
discharged  or  in  a  desertion  status.  Also,  member’s  status  codes  are 
changed  by  unit  diary  or  Retired  Pay  input  when  the  Marine  is 
transferred  to  the  FMCR  or  Retired  List. 

Record  source  categories: 

The  input  of  data  from  allotment/bond  authorizations,  other  scan- 
nable  documents,  magnetic  tapes  received  from  the  Satellite  Data 
Processing  Installations,  and  computer  interfaces  with  the  JUMPS/ 
MMS  and  the  Retired  Pay  systems  are  the  principle  sources  of  the 
information  contained  in  the  B&A  automated  system. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFD00005 

System  name: 

Retired  Pay/Personnel  System  (RPPS) 

System  location: 

Marine  Corps  Automated  Services  Center,  1500  East  Bannister 
Road,  Kansas  City,  Missouri  64131;  and  Marine  Corps  Finance 
Center,  1500  East  Bannister  Road,  Kansas  City,  Mis.souri  64197. 

Categories  of  individuals  covered  by  the  system: 

Pay  account  folders  for  retired  Marine  Corps  members.  Fleet 
Marine  Corps  Reservists  (FMCR),  and  survivors  of  deceased  retired 
and  FMCR  members,  who  are  entitled  to  retired  pay,  retainer  pay, 
and  survivor  annuities. 

Categories  of  records  in  the  system: 

The  RPPS  automated  system  of  records  contains  the  following 
fields  (data  elements  and  data  sets):  Retired/Retainer  Date;  Retainer 
Date;  Pay  Change;  Information  Status;  Social  Security  Number 
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(SSN)  and  Last,  First,  and  Middle  Initial  (Key);  Deletion  Date;  SSN; 
Retir^  Category  Code;  Member’s  Name;  Pay  Entry  Base  Date; 
Service  for  Pay;  Active  Service;  Other  Military  Service  Number 
(MSN);  Prior  MSN/SSN/Key;  Rank  Code;  Recomputation  Code; 
Disability  Percent;  Heroism  Pay;  Pay  Table  Code;  Recomputation 
Age;  Retirement  Laws;  Functional  Account  Number;  Ranks;  Birth- 
dates;  Pay  Delete/  Suspense  Code;  Retired  Serviceman’s  Family  Pro¬ 
tection  Pay;  Reserve  Retirement  Credit  Points;  Allotment  Data; 
Withholding  Tax  Data;  Wage  and  Tax  Summaries;  Gross  Pay;  Tax¬ 
able  Pay;  Withholding  Tax;  Dependency  Indemnity  Compensation; 
Pension  Act  of  1944  (Veterans  Administration  (VA)  Waiver);  Pen¬ 
sion  Act  of  1964  (Dual  Compensation  Gl);  Retir^  Serviceman’s 
Family  Protection  Plan;  Survivor  Benefit  Plan;  Social  Security; 
Scheduled  Collections;  Net  Pay;  Special  Handling  Code  (Check  De¬ 
livery);  Accumulated  Summaries;  Home  Mailing  Address;  Check 
Mailing  Address;  Pay  Distribution;  Last  Change  Posted;  Date 
Member  Eligible  to  Retire;  Date  Arrived  Continental  United  States 
^^'ithout  Dependents;  Primary  Military  Occupational  Specialty;  Dis¬ 
tricts;  Highest  Rank  Held  Satisfactorily;  Service  Prior  to  1  July  1949; 
Service  After  1  July  1949;  Active  Duty  After  Transfer  to  Fleet/ 
Retired  Rolls;  Date  Next  Physical  Year  and  Month;  VA  Disease 
Codes;  Department  of  Defense  Disease  Codes;  Nearest  Hospital  (See 
Table  9);  Personnel  Accounting  Separation  •  Designator;  Earnings 
Statement  Flag;  Disability  Pay;  Change  of  Address  Flag;  Last  Time 
Processed  by  Update-Extractor;  SSN  Validation;  Remarks  Area; 
One-Time  Credit/Checkage;  Scheduled  Collection. 

Used  for  extraction  or  compilation  of  statistical  data  and  reports 
for  management  studies  and  statistical  analyses  for  use  internally  or 
externally  as  required  by  Department  of  Defense  or  by  government 
agencies. 

Authority  for  maintenance  of  the  system: 

Tule  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Computation  of  retired  pay,  retainer  pay,  and  survivor  annuity 
accounts,  perform  audit  of  accounts,  reply  to  correspondence,  etc. 

Creation  of  printed  reports,  records,  checks,  microforms,  magnetic 
files,  etc.,  based  on  information  available  in  the  system.  This  output  is 
used  by  various  departments  of  the  Marine  Corps  for  pay,  personnel, 
audit,  and  other  purposes.  Some  of  this  information  is  made  available 
to  authorized  local,  state,  and  Federal  agencies. 

Displaying  all  or  part  of  any  selected  record  on  a  cathode-ray  tube 
for  research,  audit,  update,  and  similar  purposes. 

Used  for  extraction  or  compilation  of  statistical  data  and  reports 
for  management  studies  and  statistical  analyses  for  use  internally  or 
externally  as  required  by  Department  of  Defense  or  by  government 
agencies.  ^ 

By  officials  and  employees  of  the  American  Red  Cross  and  the 
Navy  Relief  Society  in  the  performance  of  their  duties.  Access  will 
be  limited  to  those  portions  of  the  member’s  record  required  to 
effectively  assist  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  is  recorded  on  magnetic  records,  punch  cards,  computer 
printouts,  microform,  file  folders,  and  other  documents. 

Retrievability: 

The  data  contained  in  magnetic  records  can  be  displayed  on  cath¬ 
ode-ray  tubes,  it  can  be  computer  printed  on  paper,  and  it  can  be 
converted  to  microform  for  information  retrieval;  the  data  in  the 
supporting  file  folders  and  other  manual  records  is  retrieved  manual¬ 
ly.  Normally  all  types  of  records  are  retrieved  by  SSN  and  name. 

Safeguards: 

Building  management  employees  security  guards;  building  is 
Kx:ked  nights  and  holidays.  Authorized  personnel  may  enter  and 
leave  the  building  during  nonworking  hours,  but  must  sign  in  and 
out. 

Retention  and  disposal: 

Magnetic  records  are  maintained  on  all  persons  who  are  eligible 
for  retired  pay,  retainer  pay,  and  survivor  annuities  while  they  are 
alive  and  for  a  period  of  6  months  after  that  person  dies  or  ceases  to 
be  eligible.  Paper  and  film  records  are  maintained  for  a  period  of  10 
years  after  the  final  transaction. 

System  managerts)  and  address: 

Commandant  of  the  Marine  Corps  (Code  FD),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 


Requests  from  individuals  for  information  should  be  referred  to  the 
SYSMANAGER. 

Requesting  individual  must  supply  full  name  and  SSN 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64197,  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a  driver’s 
license,  or  other  suitable  proof  of  identity. 

Record  access  procedures: 

Requests  for  information  relative  to  the  RPPS  automated  system 
should  be  signed  by  the  person  requesting  the  information.  Dates  of 
service,  SSN,  and  full  name  of  requester  should  be  printed  or  typed 
on  the  request.  It  should  be  sent  to  the  SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Documents  and  correspondence  received  from  Headquarters,  U  S 
Marine  Corps,  the  Veterans  Administration,  the  member,  changes  in 
laws,  etc.  are  the  principle  sources  of  information  contained  in  the 
RPPS  automated  system. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFD00006 

System  name: 

Centralized  Automated  Reserve  Pay  System  (CAREPAY) 

System  location: 

Marine  Corps  Automated  Services  Center  (MCASC),  1500  East 
Bannister  Road,  Kansas  City,  Mis.souri  64131;  Marine  Corps  Finance 
Center  (MCFC),  1500  East  BannLster  Road,  Kansas  City,  Missouri 
64197 

Categories  of  individuals  covered  by  the  system: 

Members  of  Organized  Marine  Corps  Reserve  Units  who  are 
active  Reservists  (Class  II)  and  perform  ^a  maximum  of  48  paid  drills 
and  14  days  Annual  Training  Duty  per  year. 

Categories  of  records  in  the  system: 

The  Drill  Master  File  is  magnetic  and  contains  the  following  fields 
(data  elements  and  data  sets);  District;  Reporting  Unit  Code;  Officer/ 
Enlisted  Code  and  Social  Security  Number  (SSN);  Initials  (Last, 
First,  Middle);  Last  Name;  Pay  Group;  Join  Date;  Drop  Date;  Pay 
Entry  Base  Date;  Administrative  Duty  Pay;  Number  of  Regular 
Drills  Performed  (Month);  Number  of  Regular  Drills  Performed 
(Year);  Number  of  Drills  Authorized;  Daily  Rate  of  Basic  Pay; 
Effective  Date;  Rank  Code;  First  Previous  Daily  Rate  of  Basic  Pay; 
Effective  Date;  Rank  Code;  Second  Previous  Daily  Rate  of  Basic 
Pay;  Effective  Date;  Rank  Code;  Number  of  Aviation  Crew  Member 
Drills;  Daily  Rate  of  Crew  Member  Pay-Current;  Daily  Rate  of 
Crew  Member  Pay-First  Previous;  Daily  Rate  of  Crew  Member  Pay- 
Second  Previous;  Number  of  Aviation  Non-Crew  Member  Drills 
(Year);  Number  of  Tax  Exemptions;  Tax  Withheld-Current;  Tax 
Withheld-Quarterly;  Tax  Withheld-Yearly;  Taxable  Pay-Current; 
Taxable  Pay-Quarterly;  Taxable  Pay-  Yearly;  Service  Number;  Fed¬ 
eral  Insurance  Contributions  Act  (FICA)  Withheld-  Quarterly;  FICA 
Withheld-Yearly;  FICA  Wages-Quarterly;  FICA  Wages-Yearly;  Tax¬ 
able  Credit;  Taxable  Checkage;  Non-Taxable  Credit;  Non-Taxable 
Checkage;  Gross  Drill  Pay;  New  Reporting  Unit  Code  (For  Trans¬ 
fers);  Net  Pay;  Amount  of  Overpayment;  Payroll  Number;  Check 
Number;  Tax  Code-Local;  Tax  Code-State;  Active  Duty  Record, 
From  Date-To  Date;  First  Previous  Active  Duty  Record,  From 
Date-To  Date;  Second  Previous  Active  Duty  Record.  From  Date-To 
Date;  Third  Previous  Active  Duty  Record,  From  Date-To  Date; 
Date  of  Last  Drill  Attended;  Number  of  Additional  Drills  (Quarter); 
Serviceman’s  Group  Life  Insurance  (SGLI)  Premium  Selection;  Tax 
Status;  Net  Pay  (For  over 

999.99);  SGLI  Premiums  Not  Paid;  lumber  of  Years  Flight  Serv¬ 
ice;  Aviation  Pay  Entry  Base  Date;  SGLI  Accumulation  (Year); 
Date  SSN  Validated. 

The  Annual  Training  Duty  Record  is  magnetic  and  contains  the 
following  fields  (data  elements  and  data  sets):  District  Code;  Incre¬ 
ment  Code;  Reporting  Unit  Code;  Officer/Enlisted  Code  and  SSN; 
Last  Name;  Initials  (First  and  Middle);  Pay  Entry  Base  Date;  Daily 
Rate  of  Pay;  Crew  Member  Daily  Rate  of  Pay;  Basic  Allowance  for 
Quarters  (BAQ);  Effective  Date;  Rank;  Number  of  Days;  First  Previ¬ 
ous  Daily  Rate  of  Pay;  Crew  Member  Daily  Rate  of  Pay;  BAQ; 
Effective  Date;  Rank;  Number  of  Days;  Second  Previous  Daily  Rate 
of  Pay;  Crew  Member  Daily  Rate  of  Pay;  BAQ;  Effective  Date; 
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Rank;  Number  of  Days;  Subsistence;  Annual  (Field)  Training  Duty, 
From  Daie-To  Date;  Crew  Member  (Aviation),  From  Date-To  Date; 
Non-Crew  Member  (Aviation),  From  Date-To-Date;  Sea  and  For¬ 
eign  Duty,  From  Date-to-Date;  Hazardous  Duty,  From  Date-To- 
Date;  Hazardous  Duty  Code;  Tax  Exemption  Code;  Total  Gross 
Pay;  Total  Taxable  Pay;  Total  FICA  Pay;  Total  Tax  Withheld;  Total 
FICA  Withheld;  Taxable  Credit:  Taxable  Checkage;  Non-Taxable 
Credit;  Non-Taxable  Checkage;  Amount  Overpaid;  Date  of  Payment; 
Number  of  Days;  Tax  Withheld;  FICA  Withheld;  Taxable  Credit; 
Taxable  Checkage;  Non-Taxable  Credit;  Non-Taxable  Checkage;  Net 
Pay;  Payroll  Number;  Check  Number;  Date  of  Payment;  Number  of 
Days;  Tax  Withheld;  FICA  Withheld;  Taxable  Credit;  Taxable 
Checkage;  Non-Taxable  Credit;  Non-Taxable  Checkage;  Net  Pay; 
Payroll  Number;  Check  Number;  Date  Payment;  Number  of  Days; 
Tax  Withheld;  FICA  Withheld;  Taxable  Credit;  Taxable  Checkage; 
Non-Taxable  Credit;  Non-Taxable  Checkage;  Net  Pay;  Payroll 
Number;  Check  Number;  Final  Settlement. Code;  Pay  Group. 

The  Reporting  Unit  Code  File  folders  contain  Rank,  Pay  Group, 
Pay  Entry  Base  Date,  Daily  Rate  of  Pay,  Year  to  Date  Drills, 
Taxable  Wages,  Tax  Withheld,  FICA  Wages  and  FICA  Withheld. 

The  Master  Drill  Pay  File  folders  contain  drill  reports,  drill  trans¬ 
mittal  letters,  coded  change  sheets.  Military  Pay  Orders,  unit  diaries, 
promotion  letters,  certificates  for  performance  of  hazardous  duty. 
Pay  Adjustment  Authorizations,  Active  Duty  for  Training  orders, 
dependency/pension  certificates.  Employees  Withholding  Allowance 
Certificates,  drill  listings  quarterly  payrolls,  payroll  registers,  file 
maintenance  listings.  Active  Duty  for  Training  payrolls,  consolidated 
final  settlement  payroll,  adjustment  payroll,  token  payment  payroll, 
public  vouchers,  tax  levies. 

Authority  for  maintenance  of  the  system: 

Titles  10  and  37,  U  S  Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Central  Accounts  Division  clerks  and  analysts  use  these  data  to 
process  payments  and  to  answer  inquiries  concerning  payments,  re¬ 
ceived  from  Marine  Reservists,  Internal  Revenue  Service,  Welfare 
agencies,  and  the  Commandant  of  the  Marine  Corps. 

Examination  Division  clerks  use  these  data  to  verify  proper  pay¬ 
ment  and  to  process'old  pay  inquiries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  are  recorded  on  magnetic  records,  punch  cards,  computer 
printouts,  microform,  file  folders,  and  other  documents. 

Retrievability: 

The  data  contained  in  magnetic  records  can  be  computer  printed 
on  paper  and  it  can  be  converted  to  microform  for  information 
retrieval;  the  data  in  the  supporting  file  folders  and  other  manual 
records  are  retrieved  manually.  Normally  all  types  of  records  are 
retrieved  by  SSN/Name/  Reporting  Unit  Code. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  personnel  working  there  and  are  kept  in  file  desks 
made  for  that  purpose  for  6  months  and  in  DIBOLD  vertical  file  for 
12  months  after  which  they  are  transferred  to  the  Examination  Divi¬ 
sion. 

Retention  and  disposal: 

Magnetic  records  are  maintained  by  MCASC  on  all  active  Reserv¬ 
ists;  they  are  retained  for  a  period  of  4  months  after  the  individual 
Marine  ceases  to  be  active. 

Paper  and  microform  records  are  held  for  4  years,  6  months  at  the 
Center,  thereafter  they  are  retired  to  a  Federal  Records  Center  in 
accordance  with  Secretary  of  the  Navy  Instruction  P5212.5. 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps  (Code  FD),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Requests  from  individuals  for  information  should  be  referred  to  the 
SYSMANAGER 

Requesting  individual  must  supply  full  name  and  SSN. 

The  requester  may  visit  the  Marine  Corps  Finance  Center,  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64197,  to  obtain  informa¬ 
tion  on  whether  the  system  contains  records  pertaining  to  him  or  her. 

In  order  to  personally  visit  the  above  address  and  obtain  informa¬ 
tion,  individuals  must  present  a  military  identification  card,  a  driver's 
license,  or  other  suitable  proof  of  identity. 

Record  access  procedures: 


Requests  for  information  relative  to  CAREPAY  should  be  signed 
by  the  person  requesting  the  information.  Dates  of  service,  SSN,  and 
full  name  of  requester  should  be  printed  or  typed  on  the  request.  It 
should  be  sent  to  the  SYSMAN.AGER 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  individuals  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Organized  Marine  Corps  Reserve  Units,  Internal  Revenue  Service, 
Individual  Marine. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFD00007 

System  name: 

Examination  Division  Records  System 

System  location: 

Marine  Corps  Finance  Center,  Examination  Division,  Kansas  City, 
Missouri  64197 

Federal  Records  Center,  National  Archives  and  Records  Service, 
2301  E^st  Bannister  Road,  Kansas  City,  Missouri  64131 

Washington  National  Records  Center,  Washington,  D  C  20409 

National  Personnel  Records  Center,  9700  Page  Boulevard.  St. 
Louis,  Missouri  63132 

Categories  of  individuals  covered  by  the  system: 

Marines  serving  on  active  duty,  personnel  on  the  Marine  Corps 
Retired  List,  Fleet  Marine  Corps  reservists,  personnel  discharged  or 
separated  from  active  duty,  active  and  inactive  Reserve  personnel, 
deceased  personnel,  and  Marine  Corps  disbursing  officers  concerning 
shortage  of  disbursing  accounts. 

Categories  of  records  in  the  system: 

Unit  Diaries  -  A  chronological  record  of  daily  personnel  events 
and  history  of  active  Marine  Corps  activities  and  organized  Marine 
Corps  Reserve  Units. 

Substantiating  Vouchers  -  Supporting  documents  to  substantiate 
pay  adjustment  items  entered  on  military  pay  accounts. 

Military  Payrolls  -  An  accounting  and  record  of  appropriated 
funds  disbursed  for  military  pay  by  name,  social  security  number, 
amount  of  payment,  and  check  number  or  signature  of  member  for 
cash  payments. 

Financial  Returns  -.Travel  vouchers,  collection  vouchers,  public 
vouchers  for  services  other  than  personal,  and  civilian  payrolls. 

Military  Pay  Cases  of  Separated  Personnel  -  A  history  of  individu¬ 
al  pay  accounts  from  date  of  entry  on  active  duty  through  date  of 
separation,  including,  as  appropriate,  replies  to  congressional  inquir¬ 
ies;  correspondence  in  connection  with  requests  for  remission  and/or 
waiver  of  indebtedness;  individual  claims  for  pay  and  allowances 
including  claims  for  travel  allowances  and  responses  thereto;  records 
of  participation  in  the  Uniformed  Services  Savings  Deposit  Program, 
including  personnel  declared  to  be  in  a  missing-in-action  status;  infor¬ 
mation  surrounding  the  circumstances  of  a  former  member  separated 
in  an  overpaid  status,  thus  being  indebted  to  the  United  States  Gov¬ 
ernment;  cases  contain  substantiating  documents  such  as  military  pay 
records,  leave  and  earnings  statements,  documents  relating  to  Board 
for  Correction  of  Naval  Records,  and  other  records  and  vouchers  to 
substantiate  responses  to  all  inquiries  and  payment  or  di.sapproval  of 
claims. 

Annual  Separations  Listings  -  An  annual  record  of  separation 
show  ing  social  security  number,  initials,  type  of  separation,  and  the 
effective  date  of  separation  of  Marines  discharged,  retired,  trans¬ 
ferred  to  the  Fleet  Marine  Corps  Reserve,  and  deceased. 

Annual  Reserve  Tax  Listings  -  A  record  showing  income  tax 
information  of  Class  11  Reserve  personnel. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel  -  Contains  cumulative  totals  of  taxable  pay  earned  and 
taxes  withheld,  social  security  wages  and  taxes  withheld. 

Microfilm  of  Quarterly  ScK'ial  Security  Wage  Data  -  Contains 
social  security  number,  name,  and  amount  of  wages  reported  to  the 
Social  Security  Administration  on  a  quarterly  basis. 

Microfilm  of  Master  Allotment  File  -  Contains  information  con¬ 
cerning  the  allotment  status  of  active  Marines,  such  as  start  and  stop 
dates,  allotment  purpose  codes,  money  amount  of  allotments,  and 
name  and  address  of  allottee. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators  -  A  record 
of  personnel  data  of  Marines  on  active  duty,  listed  numerically  by 
social  security  number  and  alphabetically  by  name. 

Microfiche  of  Marine  Corps  Officers  Lineal  List  -  A  record  of 
Marine  Corps  officers  on  active  duty  showing  social  security 
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number,  name,  rank,  date  of  rank,  permanent  rank,  date  of  birth,  date 
first  commissioned,  and  pay  entry  base  date. 

Active  Military  Pay  Ca^  •  A  file  of  each  Marine  on  active  duty 
containing  military  pay  records  opened  semiannually  prior  to  1  July 
1973  and  related  miscellaneous  pay  documents. 

Reserve  Personnel  Military  Pay  Cases  •  A  history  of  individual 
pay  accounts  of  Class  11  and  Class  111  Reserve  personnel  ordered  to 
temporary  active  duty  under  individual  duty  orders,  including  pay 
accounts  of  personnel  attending  the  Platoon  Leaders  class. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY)  -  Files 
of  pay  data  compiled  by  the  Central  Accounts  CHvision  in  support  of 
payments  made  to  Class  II  reservists  assigned  to  Organized  Marine 
Corps  Reserve  units  containing  drill  reports,  unit  diaries,  promotion 
warrants,  certificates  for  performance  of  hazardous  duty,  pay  adjust¬ 
ment  authorizations,  active  duty  for  training  orders,  pension  certifi¬ 
cates,  token  payment  payrolls,  adjustment  and  consolidated  final  set¬ 
tlement  payrolls,  and  other  miscellaneous  documents  to  substantiate 
payments  to  Reserve  personnel. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel  De¬ 
clared  Missing  In  Action  -  A  record  of  deposits  and  withdrawals  of 
Marine  Corps  personnel  in  a  missing-in-action  status  containing  mem¬ 
ber's  name,  social  security  number,  balance  of  deposits,  and  name  and 
address  of  the  designated  beneficiary  to  whom  monies  are  disbursed. 

Federal  Housing  Administration  (FHA)  Files  -  Files  contain  social 
security  number,  name,  FHA  account  number,  due  date  of  insurance 
premiums,  and  record  of  bills  and  payments. 

U  S  Treasury  Department,  Internal  Revenue  Service  Form  941c  - 
A  record  effecting  adjustment  of  social  security  wages,  previously 
reported  or  nonreport^,  containing  the  member’s  name,  social  secu¬ 
rity  number,  military  pay  group,  period  covered,  and  the  monetary 
amount  of  adjustment. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts  -  File  con¬ 
tains  accountability  of  losses,  letters,  and  vouchers  pertaining  thereto. 

Indebtedness  Cases  -  Files  contain  the  debtor’s  name,  social  secu¬ 
rity  number,  current  mailing  address,  the  reason  for  indebtedness  and 
correspondence  relating  thereto,  personal  financial  information  pro¬ 
vided  by  the  debtor,  receipts  of  payments,  control  book,  cash  record, 
debt  ledger,  collection  agent’s  ledger,  collection  vouchers,  personal 
information  provided  by  credit  bureau  reports,  indebtedness  record 
card,  debt  control  card,  accountability  statements,  complete  military 
pay  accounts.  General  Accounting  Office  inquiries.  General  Ac¬ 
counting  Office  Notices  of  Exception,  legal  notices  pertaining  to 
bankruptcy,  tax  certificates,  and  other  miscellaneous  substantiating 
records  and  vouchers  relating  to  the  indebtedness. 

Authority  for  maintenance  of  the  system: 

Unit  Diaries  -  Section  25,  Title  6,  General  Accounting  Office 
Manual;  Marine  Corps  Order  P7220.31:  SECNAVINST  P5212.5B 

Annual  Separation  Listings  -  Standing  operating  procedures  used 
for  reference  and  research  purposes. 

Annual  Reserve  Tax  Listings  -  Marine  Corps  Order  7220. 1 7D; 
standing  operating  procedures. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel  -  Standing  operating  procedures  used  for  reference  and 
research  purposes. 

Microfilm  of  Quarterly  Social  Security  Wage  Data  -  Standing 
operating  procedures  used  for  reference  and  research  purposes. 

Microfilm  of  Master  Allotment  File  -  Standing  operating  proce¬ 
dures  used  for  reference  and  research  purposes. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators  -  Standing 
operating  procedures  used  for  reference  and  research  purposes. 

Microfiche  of  Marine  Corps  Officers  Lineal  List  -  Standing  operat¬ 
ing  procedures  used  for  reference  and  research  purposes. 

Active  Military  Pay  Cases.  Section  25,  Title  6,  General  Account¬ 
ing  Office  Manual;  Military  Pay  Procedures  Manual. 

Reserve  Personnel  Military  Pay  Cases.  Section  25,  Title  6.  General 
Accounting  Office  Manual;  Military  Pay  Procedures  Manual. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY)  -  Sec¬ 
tion  25,  Title  6,  General  Accounting  Office  Manual;  Military  Pay 
Procedures  Manual,  Marine  Corps  Order  7220. 17D. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel  De¬ 
clared  Missing  in  Action  -  Department  of  Defense  Pay  and  Entitle¬ 
ments  Manual. 

Federal  Housing  Administration  (FHA)  Files  -  Department  of  De¬ 
fense  Directive  1338.4  of  20  July  1971  and  SECNAVINST  1741. 4D 

U  S  Treasury  Department,  Internal  Revenue  Service  Form  941c, 
Internal  Revenue  Service  Code. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts  -  Navy 
Comptroller  Manual. 

Indebtedness  Ca.ses  -  Federal  Claims  Collection  Act  of  1966,  80 
Stat.  309. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Records  are  collected  for  the  purpose  of  accounting  for  appropri¬ 
ated  funds  disbursed  by  authorized  appointed  agents;  processing 
claims  for  and  agaiast  the  United  States  Government;  auditing  by  the 
General  Accounting  Office;  holding  area  for  disbursing  records  until 
subsequent  disposition  of  records  is  effected. 

Military  and  civilian  personnel  assigned  to,  and  employed  by,  the 
Marine  Corps  Finance  Center  in  pursuance  of  official  duties,  and  the 
General  Accounting  Office. 

Accountability  of  appropriated  funds;  processing  claims  for  and 
against  the  United  States  Government;  processing  requests  for  remis¬ 
sion  and/or  waiver  of  indebtedness;  pursuing  collection  action 
against  former  Marine  Corps  personnel  who  are  indebted  to  the 
United  States  Government;  processing  wage  and  tax  adjustments  to 
the  Internal  Revenue  Service  and  the  Social  Security  Administration; 
investigating  individual  pay  accounts  and  related  documents  to  deter¬ 
mine  monies  due  claimant  or  to  substantiate  an  indebtedness  previ¬ 
ously  established  in  response  to  written  and  telephonic  congressional 
inquiries  received  on  behalf  of  active  and  former  members  of  the 
Marine  Corps;  administering  the  Federal  Housing  Administration  and 
home  mortgage  insurance  programs;  administering  the  Uniformed 
Services  Savings  Deposit  Program  for  missing  in  action  personnel; 
extracting  fiscal  data  for  budgetary  purposes  and  submitting  fiscal 
reports  to  Headquarters,  U  S  Marine  Corps;  extracting,  reporting, 
and  paying  Federal  income  taxes  and  .social  security  taxes  to  the 
Internal  Revenue  Service;  extracting  and  reporting  wages  paid  sub¬ 
ject  to  social  security  tax  to  the  ScK'ial  Security  Administration  on  an 
individual  basis;  processing  and  adjudicating  travel  claims,  both  indi¬ 
vidual  and  dependent  travel;  researching  and  collecting  information 
incident  to  inquiries  received  from  Federal  Government  agencies. 
State  and  county  government  and  agencies.  Department  of  the  Navy 
and  Marine  Corps  activities,  other  branches  of  the  Armed  Forces, 
and  interested  individual  parties  having  authorized  access  to  the 
records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Unit  Diaries.  Paper  records  in  folders. 

Substantiating  Vouchers.  Paper  records  in  folders. 

Military  Payrolls.  Paper  records  in  folders. 

Financial  Returns.  Paper  records  in  folders. 

Military  Pay  Cases  of  Separated  Personnel.  Paper  records  in  fold¬ 
ers. 

Annual  Separation  Listings.  Paper  records  in  hardback  binders. 

Annual  Reserve  Tax  Listings.  Paper  records  in  hardback  binders. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  Reel  type  microfilm  of  100  foot  capacity. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  Reel  type 
microfilm  of  100  foot  capacity. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  4  by  6 
inch  microfiche  sheets  and  reel  type  microfilm  of  100  foot  capacity. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  4  by  6  inch 
microfiche  sheets. 

Active  Military  Pay  Cases.  Paper  records  in  folders. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY).  Paper 
records  in  folders. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel  De¬ 
clared  Missing  In  Action.  Paper  records  in  folders. 

Federal  Housing  Administration  (FHA)  Files.  Paper  records  in 
folders. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Paper  records  in  folders. 

Indebtedness  Cases.  Paper  records  in  folders  and  reel  type  micro¬ 
film  of  100  foot  capacity. 

Retrievability: 

Unit  Diaries.  Filed  by  the  reporting  unit  code  number  and  month 
in  which  the  diary  was  prepared. 

Substantiating  Vouchers.  Filed  by  the  fourth  terminal  digit  of  the 
member’s  social  security  number  within  the  disbursing  officer's 
symbol  number  and  the  month  in  which  the  pay  change  was  effected. 

Military  Payrolls.  Filed  by  the  disbursing  officer’s  voucher 
number,  each  payee  identified  by  name  and  social  security  number. 

Financial  Returns.  Filed  by  the  disbursing  officer’s  voucher 
number  in  the  month  in  which  payment  was  disbursed. 

Military  Pay  Cases  of  Separated  Personnel.  Filed  by  the  fourth 
terminal  digit  of  the  member's  social  security  number. 

Annual  Separation  Listings.  A  mechanized  listing,  in  numerical 
sequence  by  the  fourth  terminal  digit  of  the  social  security  number, 
filed  by  the  calendar  year  in  which  a  member  was  separated  from 
active  duty. 
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Annual  Reserve  Tax  Listings.  A  mechanized  listing  in  alphabetical 
sequence  and  Tiled  by  the  calendar  year  in  which  the  wage  data 
applies. 

MicroTilni  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  A  microfilm  listing  in  numerical  sequence  by  the  first 
three  digits  of  the  social  security  number  and  Tiled  by  the  calendar 
year  in  which  the  tax  data  applies. 

MicruTilm  of  Quarterly  Serial  Security  Wage  Data.  A  microfilm 
listing  in  numerical  sequence  by  the  first  three  digits  of  the  social 
security  number  and  filed  by  the  quarter  within  the  calendar  year  in 
which  the  wages  were  earn^. 

Microfilm  of  Master  Allotment  File.  A  microfilm  listing  in  numeri¬ 
cal  and  alphabetical  sequence  and  Tiled  by  the  month  in  which  the 
allotment  data  applies. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  Micro¬ 
fiche  and  reel  microfilm  in  both  numerical  and  alphabetical  sequence 
and  filed  according  to  the  effective  date  of  issue. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  A  microfiche 
listing  in  alphabetical  and  control  number  sequence  according  to 
rank,  and  filed  according  to  the  effective  date  of  issue. 

Active  Military  Pay  Cases.  Filed  in  numerical  sequence  by  the 
fourth  terminal  digit  of  the  member’s  social  security  number. 

Reserve  Personnel  Military  Pay  Cases.  Filed  in  numerical  sequence 
by  the  fourth  terminal  digit  of  the  member’s  social  security  number. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY).  Filed 
by  the  reporting  unit  code  number  and  chronologically  by  the  month 
in  which  the  CAREPAY  records  were  prepared. 

Uniformed  Services  Savings  Deposit  Accounts  of  Personnel  De¬ 
clared  Missing  In  Action.  Filed  alphabetically  by  the  member's  sur¬ 
name. 

Federal  Housing  Administration  (FHA)  File.s.  Filed  in  numerical 
sequence  by  the  Federal  Housing  Administration  case  number  by  due 
month  and  pay  group;  i.e.,  officers  and  enlisted. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Filed  by  reporting  period  and  ^plicable  pay  group. 

Marine  Corps  Di.sbursing  Officers  Shortage  Accounts.  Filed  by  the 
disbursing  officer’s  symbol  number  and  name. 

Indebtedness  Cases.  Filed  in  alphabetical  sequence 

Safeguards; 

Federal  Protective  Security  Guards.  Records  are  maintained  in 
areas  not  normally  acces.sible  to  other  than  authorized  personnel. 

Retention  and  disposal: 

Unit  Diaries.  Retained  in  the  Examination  Division,  Records  Serv¬ 
ices  Branch,  for  18  months;  then  transferred  to  the  Federal  Records 
Center  and  destroyed  after  a  total  retention  period  of  4  years  in 
accordance  with  General  Accounting  Office  instructions. 

Substantiating  Vouchers.  Retained  in  the  JUMPS  Division,  Rec¬ 
ords  and  Files  Branch,  until  microfilmed;  then  forwarded  to  the 
Examination  Division,  Records  Services  Branch,  and  retained  for  18 
months;  then  transferred  to  the  Federal  Records  Center  and  de¬ 
stroyed  after  a  total  retention  period  of  10  years  in  accordance  with 
General  Accounting  Office  instructions. 

Military  Payrolls.  Retained  in  the  Examination  Division,  Financial 
Accounts  Branch,  for  1  month  after  receipt;  then  forwarded  to  the 
Records  Services  Branch  and  retained  for  18  months;  then  trans¬ 
ferred  to  the  Federal  Records  Center  and  destroyed  after  a  total 
retention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructioiu*. 

Financial  Returns.  Retained  in  the  Examination  Division,  Financial 
Accounts  Branch,  for  1  month  after  receipt;  then  forwarded  to  the 
Records  Services  Branch  for  a  retention  period  of  4  months;  then 
transferred  to  the  Federal  Records  Center  and  destroyed  after  a  total 
retention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructions. 

Military  Pay  Cases  of  Separated  Personnel.  Retained  in  the  Exami¬ 
nation  Division,  Claims  and  Separations  Branch,  for  18  months  fol¬ 
lowing  end  of  the  calendar  year  in  which  the  member  was  released 
from  active  duty,  then  released  to  the  Records  Services-  Branch  for 
transfer  to  the  Federal  Records  Center  and  destroyed  uter  a  total 
retention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructions. 

Annual  Separation  Listings.  Retained  in  the  Examination  Division, 
Records  Services  Branch,  for  10  years  or  until  such  time  as  the 
corresponding  military  pay  cases  are  destroyed. 

Annual  Reserve  Tax  Listings.  Retained  in  the  Examinations  Divi¬ 
sion,  Records  Services  Branch,  until  no  longer  useful;  then  de¬ 
stroyed. 

Microfilm  of  Annual  Wage  and  Tax  Information  of  Active  Duty 
Personnel.  Retained  in  the  Examination  Division,  Records  Services 
Branch,  until  no  longer  useful;  then  destroyed. 

Microfilm  of  Quarterly  Social  Security  Wage  Data.  Retained  in  the 
Examination  Division,  Records  Services  Branch,  indefinitely. 


Microfilm  of  Master  Allotment  File.  Retained  in  the  Examination 
Division,  Records  Services  Branch,  until  no  longer  useful;  then  de¬ 
stroyed. 

Microfiche  and  Microfilm  of  Field  and  Alpha  Locators.  Retained 
in  the  Examination  Division,  Records  Services  Branch,  indefinitely. 

Microfiche  of  Marine  Corps  Officers  Lineal  List.  Retained  in  the 
Examination  Division,  Records  Services  Branch,  until  new  listing  is 
received;  then  destroyed. 

Active  Military  Pay  Cases.  Retained  in  the  Examination  Division, 
Pay  Record  Audit  Branch,  until  such  time  as  member  is  released 
from  active  duty;  then  relea.sed  to  the  Claims  and  Separations  Branch 
and  ultimate  transfer  to  the  Federal  Records  Center. 

Reserve  Personnel  Military  Pay  Cases.  Retained  in  the  Examina¬ 
tion  Division,  Pay  Record  Audit  Branch,  for  3  fiscal  years;  then 
transferred  to  the  Federal  Records  Center  and  destroyed  after  a  total 
retention  period  of  10  years  in  accordance  with  General  Accounting 
Office  instructions. 

Centralized  Automated  Reserve  Pay  System  (CAREPAY).  Re¬ 
tained  in  the  Examination  Division,  Pay  Record  Audit  Branch,  for  3 
fiscal  years;  then  transferred  to  the  Federal  Records  Center  and 
destroyed  after  a  total  retention  period  of  10  years  in  accordance 
with  General  Accounting  Office  instructions. 

Uniformed  Services  ^vings  Deposit  Accounts  of  Personnel  De¬ 
clared  Missing  In  Action.  Retained  in  the  Examination  Division, 
General  Audit  Branch,  until  such  time  as  the  account  is  closed;  then 
filed  in  the  member’s  military  pay  case  and  held  until  the  case  is 
transferred  to  the  Federal  Records  Center. 

Federal  Housing  Administration  (FHA)  Files.  Retained  in  the  Ex¬ 
amination  Division,  General  Audit  Branch,  for  3  years  following 
termination  of  the  member’s  entitlement;  then  filed  in  the  member’s 
military  pay  case  and  held  until  the  case  is  transferred  to  the  Federal 
Records  Center. 

U  S  Treasury  Department,  Internal  Revenue  Service  Forms  941c. 
Retained  in  the  Examination  Division,  Financial  Accounts  Branch, 
for  four  years  following  the  date  the  941c  was  prepared;  then  de¬ 
stroyed. 

Marine  Corps  Disbursing  Officers  Shortage  Accounts.  Retained  in 
the  Examination  Division,  Financial  Accounts  Branch,  for  two  years 
after  final  settlement;  then  destroyed. 

Indebtedness  Cases.  Retained  in  the  Examination  Division.  Settle¬ 
ments  Branch,  until  case  is  closed  or  declared  uncollectible;  then 
transfer  the  uncollectible  cases  to  the  General  Accounting  Office  or 
to  the  member’s  service  record  book  according  to  the  disposition  of 
each  particular  ca.se.  Record  of  Indebtedness  cards  are  reduced  to 
microfilm  annually  and  retained  indefinitely. 

System  managcr(s)  and  address; 

■  Commandant  of  the  Marine  Corps  (Code  FDD). 

Marine  Corps  Finance  Center. 

General  Accounting  Office. 

Notification  procedure; 

Information  may  be  obtained  from; 

Commanding  Officer 
Marine  Corps  Finance  Center 
Examination  Division 
Kansas  City,  Mis.souri  64197 
Telephone:  Area  Code  816-926-7853 

Individual  will  be  required  to  furnish  name,  social  security  number, 
duty  status,  and  type  of  information  or  records  required. 

Same  as  notification. 

Name,  social  security  number,  military  identification  card,  or  other 
appropriate  identification. 

Record  access  procedures: 

Same  as  notification. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Marine  Corps  activities  having  the  responsibility  of  collecting  data 
and  preparing  reports  and  documents;  Headquarters  U  S  Marine 
Corps;  credit  unions;  credit  bureaus;  insurance  companies;  courts;  and 
financial  institutions. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFD00008 

System  name: 

Civilian  Labor  Projection,  Operations  and  Maintenance,  MC 
Budget  Report  (Job  Procedure  5576) 
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System  location: 

Commanding  General,  Marine  Corps  Logistics  Support  Base,  At¬ 
lantic.  Albany,  Georgia  31704 
Categories  of  individuals  covered  by  the  system: 

All  civilians  in  pay  status. 

Categories  of  records  in  the  system: 

Pay  rates;  scheduled  within-grade  increases,  government  portion  of 
fringes. 

Authority  for  maintenance  of  the  system: 

MCO  7301. 56D 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Budget,  forecasting  of  civilian  payroll  needs  for  future  time  peri¬ 
ods. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  recoids  in  the  system; 

Storage: 

Computer  Paper  Printouts 
Retrievability: 

Employee  badge  number  within  Activity  code. 

Safeguards: 

None 

Retention  and  disposal: 

Perpetual;  updated  quarterly. 

System  managerts)  and  address: 

Commanding  General,  Marine  Corps  Logistics  Support  Base,  At¬ 
lantic,  Albany,  Georgia  31704 
Notification  procedure: 

Information  may  be  obtained  from: 

Commanding  General 

Marine  Corps  Logistics  Support  Base,  Atlantic 

Albany,  Georgia  31704 
Record  access  procedures: 

Request  from  individuals  should  be  addressed  to:  Commanding 
General  Marine  Corps  Logistics  Support  Base.  Atlantic,  Albany, 
Georgia  31704 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SVSMANAGER 
Record  source  categories: 

Civilian  payrolls 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFD00009 

System  name: 

Pay  Vouchers  for  Marine  Corps  Junior  Reserve  Officer  Training 
Course  Instructors 
System  location: 

All  Marine  Corps  District  Headquarters. 

Categories  of  individuals  covered  by  the  system: 

Retired  Marines  in  the  Marine  Corps  Junior  Reserve  Officer  Train¬ 
ing  Course  Instructor  Program. 

Categories  of  records  in  the  system: 

Files  contain  individual  name,  rank,  social  security  number,  unit  to 
w  hich  assigned,  requests  for  payment  of  salaries. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Marine  Corps  Junior  Reserve  Officer  Training  Course  Officer  and 
administrative  and  fiscal  personnel  for  evaluation  and  processing  for 
payment. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation  to 
inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  filing  cabinets.' 

Retrievability: 


Alphabetically  by  last  name,  and  school  to  which  assigned. 

Safeguards: 

Access  li.mited  to  Marine  Corps  Junior  Reserve  Officer  Training 
Course,  administrative  and  fiscal  personnel  required  to  process  pay¬ 
ment  requests  and  payments.  After  working  hours  the  office  and 
building  are  locked.  A  guard  is  located  in  the  general  vicinity. 

Retention  and  disposal: 

Files  are  retained  for  three  years  and  then  destroyed. 

System  manager(s)  and  address: 

Marine  Corps  Junior  Reserve  Officer  Training  Course  Officer 
Marine  Corps  Districts. 

Notification  procedure: 

Write  or  visit  SYSMANAGER  of  Marine  Corps  District  in  which 
school  is  located.  Provide  full  name,  social  security  number,  and 
military  status.  Proof  of  identity  may  be  established  by  military 
identification  card  or  DD-214  and  drivers  license. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures: 

The  rules  for  access  to  records  and  for  contesting  contents  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  SYSMANAGER 

Record  source  categories: 

Senior  Marine  Instructor  of  Marine  Corps  Junior  Reserve  Training 
Course  unit  of  which  instructor  is  a  member. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MFDOOOlO 

System  name:  ' 

Per  Diem  and  Travel  Payment  System 

System  location: 

Primary  Sy.stem-Disbursing  Offices,  Marine  Corps  Posts  and  Sta¬ 
tions 

Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  civilian  and  military  personnel  receiving  travel 
adv  ances  or  making  settlement  of  travel  claims  to  the  local  Disburs¬ 
ing  Office. 

Categories  of  records  in  the  system: 

Completed  travel  claims  with  documentation  cross-referenced  to 
individuals. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Marine  Corps  disbursing '  employees  for  cross-reference  between 
individual  and  disbursement  of  funds  for  reimbursement  in  the  per¬ 
formance  of  official  travel. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  matters  regarding  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  Agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Card  file. 
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Retrievability: 

Employee  name,  social  security  number  or  badge  number. 

Safeguards: 

Card  file  is  maintained  and  used  by  specific  clerks  within  travel 
section  of  the  Disbursing  Office.  After  working  hours,  office  is 
kx:ked  in  a  building  with  controlled  access  by  armed  guards. 

Retention  and  disposal: 

Data  is  maintained  until  individual  departs  the  area  and  all  travd 
advances  have  been  settled. 

System  manager(s)  and  address: 

Disbursing  Officer 

Notification  procedure: 

Information  may  be  obtained  from: 

Disbursing  Offices,  Marine  Corps  Posts  and  Stations 

Record  access  procedures: 

Signed  written  requests  should  contain  the  full  name  of  the  individ¬ 
ual  and  social  security  number  or  badge  number  and  addressed  to  the 
address  listed  under  NOTIFICATION  above. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  .source  categories: 

Travel  orders  and  disbursing  documents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MHDOOOOl 

System  name: 

Biographical  Files 

System  location: 

Reference  Sectit)n  (Ctxle  HDR),  History  &  Museums  Division, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380  and  all 
major  Marine  Corps  commands  and  district.s. 

Categories  of  individuals  covered  by  the  system: 

Marine  Corps  General  Officers  and  those  Marines  considered  as 
being  or  having  been  newsworthy. 

Categories  of  records  in  the  system: 

File  contains  biographical  sketches,  press  releasees  and  media  clip¬ 
pings. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Crxie  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  commands,  activities  and  organi¬ 
zations  By  officials  and  employees  in  connection  with  their  official 
duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Office  of  the  Attorney  General  in  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  jurisdic¬ 
tion  of  the  Department  of  Justice  or  as  carried’  out  as  the  legal 
representative  of  the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Officer  relating  to  the 
Marine  Corps. 

Historical  researchers-to  determine  accuracy  of  facts  and  provide 
background  for  correspondence  and  studies. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  microfiche,  and  phott)graphs. 

Retrievability: 

Filed  alphabetically  by  last  name  of  subject. 

Safeguards: 


Building  employs  security  guards.  Files  within  a  vault  accessible 
only  to  authorized  personnel  who  are  screened  and  registered  prior 
to  being  granted  access. 

Retention  and  disposal: 

Files  are  permanent 
System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 
Notification  procedure: 

Information  may  be  obtained  from: 

Tlie  Commandant  of  the  Marine  Corps  (Code  HD) 

,  Headquarters,  U  S  Marine  Corps 
Room  3129,  Reference  Section  Head 
Navy  Annex  (Federal  Office  Building  2) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1481/1473 
Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  The  Comman¬ 
dant  of  the  Marine  Corps  (Code  HDR),  Headquarters  U  S  Marine 
Corps,  Washington,  D  C  20380 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 
Record  source  categories: 

Newspapers,  magazines.  Marine  Corps  press  releases  and  bio¬ 
graphical  sketches. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MHD00006 

System  name: 

Register/Lineal  Lists 
System  location: 

The  Commandant  of  the  Marine  Corps.  Headquarters,  U  S  Marine 
Corps,  W’ashington,  D  C  20380 

Categories  of  individuals  covered  by  the  system: 

Lists  of  all  active  duty  and  retired  officers  from  1800  to  present. 
Categories  of  records  in  the  system: 

Bound  volume  of  listings  which  include  individual's  name.  rank. 
Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Historical  Researchers  -  To  determine  authority  of  dates,  names 
and  ranks  of  personnel. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  assigned  duties. 

Department  of  Defen.se  and  its  Comptmenis  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representatives  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Bound  volumes  retained  in  library 
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Retrievability: 

Yearly  volume  listed  alphabetically  within  ranks. 

Safeguards; 

Building  employs  security  guards.  Files  s^ithin  a  vault  accessible 
only  to  authorized  personnel  who  are  screened  and  registered  prior 
to  being  granted  access. 

Retention  and  disposal; 

Files  are  permanent 

System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from; 

The  Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters.  U  S  Marine  Corps 
Room  312*),  Reference  Section  Head 
Nav\  Annex 
Washington,  D  C  20380 
Telephone.  Area  Code  202/6‘)4- 148 1/1473 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Commandant  of 
the  Marine  Corps  (Code  HDR),  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C  20380 

U'litten  requests  for  information  should  contain  the  full  name  of 
the  inJividual. 

For  personal  visits  the  individual  should  be  able  to  provide  some 
acceptable  ideniification. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Internal  Publication 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIIiKXHll 

System  name: 

Assignment  and  Occupancy  of  Family  Housing  Records 

S}stem  location: 

System  is  organizationally  decentralized.  Records  arc  maintained  at 
Marine  Corps  Installations  with  family  housing. 

Categories  of  individuals  covered  by  the  system: 

File  contains  individual's  application,  assignment  to  and  occupancy 
history  of  family  housing.  Records  include,  but  are  not  limited  to 
information  from  the  Manpower  Management  System  and  the  Joint 
Uniform  Military  Pay  System. 

Categories  of  records  in  the  system:  ^ 

File  contains  individual's  application  and  assignment  to  and  occu¬ 
pancy  history  of  family  housing. 

Authority  for'  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Installation  Family  Housing  Offices  -  To  obtain  information  in 
order  to  determine  type  of  quarters  to  which  individual's  are  to  be 
assigned;  to  make  assignments  and  to  personnel  who  are  assigned  to 
quarters. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  w'ith  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 


ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  sj  stem: 

Storage: 

Paper  records  in  file  folders  and  on  file  cards. 

Retrievability: 

Filed  alphabetically'  by  last  name  of  housing  occupant  and  in  order 
of  position  on  waiting  list. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel;  waiting  lists  are  maintained  for  public  inspection. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  active  file  during 
time  that  personnel  is  residing  in  quarters,  retained  in  a  quarters 
record  jacket  after  termination  of  occupancy. 

System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  (Code  LF)  Washington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from:  The  Commanding  Officer  of 
the  Marine  Corps  Installation  from  which  family  housing  has  been 
requested,  assigned  or  vacated.  Mailing  addresses  are  as  show  n  in  the 
Navy  Standard  Distribution  List  (OPNAV  P09B3-I07). 

Record  access  procedures: 

Requests  for  information  from  individuals  should  be  addressed  to 
the  Commanding  Officer  of  the  Marine  Corps  installation(s)  at  which 
the  individual  applied  for  or  occupied  family  housing.  Such  requests 
should  include  name,  social  security  number,  quarters  number  if 
known,  and  dates  of  period  addressed  in  the  inquiry.  Installation 
addresses  are  as  reported  by  the  Navy  Standard  Distribution  List. 

Personal  visits  may  be  made  to  the  installation  in  questions  any 
normal  work  day  between  8:00  AM-4:.30  PM.  For  personal  vi.sits  the 
individual  should  be  able  to  provide  valid  personal  identification 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Application  from  individual  seeking  family  housing.  Marine  Corps 
Manpower  Management  System;  Joint  Uniform  Military  Pay  System. 

Systems  exempted  from  certain  piovisions  of  the  act: 

NONE 

MIL00002 

System  name: 

Bachelor  Housing  Registration  Records  System 

System  location: 

Each  Bachelor  Officer  Quarters/Bachelor  Staff  Quarters  (BCK?/ 
BSQ)  assigned  registration  responsibilities. 

Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  personnel  who  are  current  and  former  resi¬ 
dents  of  BOQ's  and  BSQ’s. 

Categories  of  records  in  the  system: 

Contains  personal  identifying  information,  arrival/departure  dates; 
type  of  orders;  monetary  allowance  information;  BOQ/BSQ  and 
room  identification. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  is  to  provide  adequate  records  for  management  of 
Bachelor  housing.  Used  by  office  personnel  to  maintain  a  record  of 
occupancy.  By  auditors  to  verify  occupancy.  By  other  military  and 
DOD  officials  when  required  in  the  execution  of  their  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  cards,  file  folders,  status  boards,  etc. 

Retrievability: 

Alphabetically  by  name  and  social  security  number. 

Safeguards: 
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Stored  in  locked  office  during  nonworking  hours  or  when  office  is 
not  manned.  Access  on  a  need  to  know  basis  only  for  official  pur¬ 
poses. 

Retention  and  disposal: 

Retained  for  four  years;  then  destroyed. 

System  managerfs)  and  address:  , 

Decentralized.  The  local  commander  is  responsible  for  manage¬ 
ment  of  BOQ’s  and  BSQ’s. 

Notification  procedure: 

Requests  shall  be  addressed  to  the  SYSMANAGER  Requestor 
must  be  able  to  provide  appropriate  identifying  information. 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures: 

Rules  for  contesting  contents  may  be  obtained  from  the  SYSM.AN- 
AGER. 

Record  source  categories: 

BOQ/BSQ  office  personnel  and  information  from  individual  who 
fills  out  registration  card. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MII.OOOOJ 

System  name: 

Laundry  Charge  Accounts  Records 

System  location: 

Marine  Corps  activities  with  laundry  facilities. 

Categories  of  individuals  covered  by  the  system; 

Individuals  who  have  applied  for  Laundry  charge  accounts. 

Categories  of  records  in  the  system: 

Name,  rank,  unit,  social  security  number,  quarters  address  and 
telephone  number,  date  and  ticket  number  of  laundry  service  and 
amount  charged. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Accounting  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

In  paper  records  in  file  folders. 

Retrievability: 

By  name. 

Safeguards: 

Records  are  maintained  in  locked  filing  cabinets  within  locked 
offices  of  buildings.  Records  are  accessible  only  to  persons  whose 
performance  require  it. 

Retention  and  disposal: 

Five  years  and  then  destroy. 

System  manager(s)  and  address: 

Decentralized.  Laundry  charge  accounts  managed  under  the  Com¬ 
manding  General  of  each  activity  which  has  a  laundry. 

Notification  procedure: 

Correspondence  pertaining  to  records  maintained  by  the  laundry. 
Contact  the  Commanding  General  of  the  Marine  Corps  activity  in 
question. 

Record  accc.ss  procedures: 

Information  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Individuals 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00004 

System  name: 

Personal  Property  Program 


System  location: 

All  Marine  Corps  Bases  and  Federal  Record  Centers 
Categories  of  individuals  covered  by  the  system: 

All  military  personnel  having  shipped  or  stored  personal  property 
or  privately  owned  automobiles. 

Categories  of  records  in  the  system: 

File  contains  individual’s  applications  for  shipment  and/or  storage, 
related  shipping  documents  and  records  of  delivery  and  payment. 
DD  619  (Statement  of  Accessorial  Services  Performed) 

DD  828  (Motor  Vehicle  Shipment  Application) 

DDIIOO  (Household  Goods  Storage  Record) 

DDl  101  (Household  Goods  Storage  information) 

DD1252  (Owner’s  LF  S  Customs  Declaration  and  Entry  and 
Inspecting  Officer’s  Certificate) 

DDl 299  (Application  for  shipment  and/or  storage  of  Personal 
Property) 

DD  1 67 1  (Reweight  of  Household  Goods) 

DDl 780  (Report  of  Carrier  Services  Personal  Property 
Shipment) 

DDl 781  (Property  Owners  Report  on  Carriers  Report) 

DDl 797  (Personal  Property  Counseling  Checklist) 

DDl 799  (Member’s  report  on  Carrier  Performance  -  Mobile 
Homes) 

DDl 800  (Mobile  Home  Shipment  Inspection  at  Destination) 

DDl 841  (Schedule  of  Property  Damages) 

DDl 842  (Claim  for  Personal  Property  against  the  United  Stales) 
DDl 845  (Demand  on  Carrier/Contractor) 

Authority  fur  maintenance  of  the  system: 

IX)D  Regulation  4500.34  ’Personal  Property  Traffic  Management 
Regulation’ 

JAG  Manual 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Traffic  Management  Offices  and  applicable  Finance  Center  for 
effecting,  coordinating  and  payment  of  personal  property  shipment 
and  storage. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  member. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  cleared  and  trained 
Retention  and  disposal; 

Records  are  permanent.  They  are  retained  in  active  file  until  end 
of  calendar  year  in  which  transaction  was  effected,  held  additionally 
in  inactive  file  indefinitely. 

System  manageKs)  and  address: 

Assistant  Secretary  of  Defense  (Installations  and  Logistics  (ASD 
(l&L))  Washington,  D  C 
Notification  procedure: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps  (Code  LFS-2) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  224-1067 
Record  access  procedures: 

Request  from  individuals  should  be  addressed  to  Commandant  of 
the  Marine  Corps  (LFS-2),  Headquarters,  U  S  Marine  Corps,  Wash¬ 
ington,  D  C  20380. 

Written  request  for  information  should  contain  the  full  name  of 
individual,  SSN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification  and  give  some  verbal  information  that  could 
be  verified  with  his  ’case’  folder. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 
Record  source  categories: 

Application  and  related  forms  from  the  individual  requesting 
access;  notification  of  personal  clearance  from  the  SYSMANAGER 
research  note/documents  from  records  custodians. 

Systems  exempted  from  certain  provisions  of  the  act: 
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None 

M1L00005 

System  name: 

Passenger  Transportation  Program 
System  location: 

All  Marine  Corps  Bases 

Categories  of  individuals  covered  by  the  system: 

Military  personnel  and  their  dependents,  DOD  civilian  employees 
and  their  dependents,  and  other  individuals  furnished  transportation 
via  commercial  transportation  resources  and  I>epartment  of  Defense 
single  manager  transfiariation  resources. 

Categories  of  records  in  the  system: 

File  contains  copies  of  passenger  transportation  procurement  docu¬ 
ments  issued,  copies  of  official  travel  orders  supporting  the  issuances; 
applications  for  transportation  of  dependents,  port  call  requests  and 
confirmations:  copies  of  endorsements  to  orders  indicating  transporta¬ 
tion  issuances;  requests  and  authorizations  for  space  available  MAC 
transportation. 

SF  1169  United  States  of  America  Transportation  Request 
DD  652  Uniformed  Services  Meal  Ticket 
DD  884  Application  for  Transportation  for  Dependents 
DD  1287  Request  for  Commercial  Transportation 
DD  1341  Report  of  Commercial  Carrier  Passenger  Service 
DD  1482  Military  Airlift  Command  (MAC)  Transportation 
Authorization. 

Authority  for  maintenance  of  the  system: 

MCO  P4600.14A  (joint)  Military  Traffic  Management  Regulation 
(Promulgates  policy  and  prcKedures  applicable  to  performance  of 
traffic  management  functions  within  the  CONUS) 

DOD  4515.13-R  Air  Transportation  Eligibility  (Policy  and  proce¬ 
dures  applicable  to  movement  via  IX)D  owned  and  controlled  airlift) 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Traffic  Management  Offices  and  Applicable  Finance  Center  for 
effecting  coordination  and  payment  of  passenger  transptirtation 
charges  by  commercial  transportation  and  Military  Airlift  Command 
(MAC)  resources. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retri--‘vability: 

Passenger  Transportation  Procurement  documents  filed  by  serial 
number  preprinted  on  the  documents. 

Other  documents  filed  in  alphabetical  order  by  last  name  of 
member. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  cleared  and  trained. 

Retention  and  disposal: 

Copies  of  transportation  procurement  documents  held  by  issuing 
office  for  period  of  4  years,  after  which  they  are  destroyed.  Other 
records  retained  in  active  fields  until  end  of  calendar  year  in  which 
transaction  was  effected,  held  additionally  in  inactive  file  indefinitely. 
System  manager's)  and  address: 

Commander,  Military  Traffic  Management  Command,  Washington, 
D  C  (Travel  via  commercial  transportation  within  CONUS) 
Commander,  Military  Airlift  Command,  Scott  AFB,  IL  (Interna¬ 
tional  travel  via  DOD  owned  and  controlled  airlift) 

Natificatiop  procedure: 

Information  may  be  obtained  from; 

Commandant  of  the  Marine  Corps  (Code  LFS-2) 

Headquarters,  U  S  Marine  Corps 
Washington.  D  C  20380 
Telephone  224-1781 
Record  access  procedures; 

Request  from'  individuals  should  be  addressed  to  Commandant  of 
the  Marine  Corps,  (Code  LFS-2),  Headquarters,  U  S  Marine  Corps, 
Wa.shington,  D  C  20380 

Written  request  for  information  should  contain  the  full  name  of  the 
individual,  SSN,  current  address  and  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification  and  give  some  verbal  information  relating  to 
commercial  transportation  furnished  or  Military  Airlift  Command 
(MAC)  transportation  arrangements  on  a  space  required  or  space 
available  basis. 


Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individuals  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Application  and  related  forms  from  the  individual  requesting 
acce.ss;  notification  of  personal  clearance  from  the  SYSMANAGER 
research  notes/documents  from  records  custodians. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00006 

System  name: 

Dealer’s  Record  of  Sale  of  Rifle  or  Pistol,  State  of  California 

System  location: 

Each  Marine  Corps  Activity  in  California 

Categories  of  individuals  covered  by  the  system: 

Authorized  Marine  Corps  Exchange  patrons  who  purchase  a  rifle 
or  pistol  from  the  Exchange. 

Categories  of  records  in  the  system: 

Individual  identifying  information  including  height,  weight,  color 
of  hair  and  eyes,  if  purchaser  is  a  citizen,  if  the  purchaser  has  been 
convicted  of  a  felony,  or  if  the  purchaser  is  addicted  to  use  of 
narcotics,  the  individual’s  occupation,  and  descent. 

Authority  for  maintenance  of  the  system; 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Marine  Corps  Exchange  personnel  for  record  keeping 
purposes,  one  copy  is  sent  to  the  State  of  California  in  Sacramento, 
California  and  to  the  local  SherifTs  office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

In  paper  records  in  file  folders. 

Retrievability: 

By  name 

Safeguards: 

Records  are  maintained  in  locked  filing  cabinets  within  locked 
offices  of  buildings.  Records  are  accessible  only  to  authorized  person¬ 
nel  only. 

Retention  and  disposal: 

Records  are  maintained  for  five  years  and  then  destroyed. 

System  managcr(s)  and  address: 

Decentralized.  System  managed  by  local  commanders. 

Notification  procedure: 

Correspondence  pertaining  to  records  maintained  by  local  com¬ 
mands  may  be  addressed  to  the  Commanding  Officer  of  the  activity 
concerned. 

Record  access  procedures: 

Information  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Focoid  source  categories: 

Individuals 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00007 

System  name: 

Marine  Corps  E.xchange  Service  Station  Work  Orders 

System  location: 

Marine  Corps  activities  with  exchanges  operating  a  service  station. 

Categories  of  individuals  covered  by  the  system: 

Authorized  Marine  Corps  Exchange  patrons  who  avail  themselves 
of  automobile  servicing. 

Categories  of  records  in  the  system: 

Individual  identifying  information,  vehicle  description,  speedom¬ 
eter  reading. 

Authority  for  maintenance  of  the  system: 
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Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Marine  Corps  Exchange  service  station  personnel  for 
normal  business  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

In  paper  records  in  file  folders. 

Retrievability: 

By  name 
Safeguards: 

Records  are  maintained  in  locked  filing  cabinets  within  locked 
offices  of  buildings.  Records  are  accessible  only  to  persons  whose 
performance  require  it. 

Retention  and  disposal: 

VV’ork  orders  are  retained  for  one  year  and  then  destroyed. 

System  managers)  and  address: 

Local  commander.  See  Directory  of  Department  of  the  Navy 
mailing  addresses. 

Notification  procedure: 

Correspondence  pertaining  to  records  may  be  addressed  to  the 
Commanding  General  or  Commanding  Officer  of  the  activity  con¬ 
cerned. 

Record  access  procedures: 

Information  may  be  obtained  from  SYSMANAGER 
Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSM  AN.AGER 
Record  source  categories: 

Individuals 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00008 

System  name: 

Cigarettes  Sales  Abuse  File 
System  location: 

Marine  Corps  Exchange,  Headquarters  Battalion  (Code  200), 
Marine  Corps  Supply  Acitivity,  Phila..  Pa.  19146 
Categories  of  individuals  covered  by  the  system; 

Records  cigarette  purchases  by  PX  patrons  who  are  buying  large 
quantities  of  cigarettes  over  a  period  of  time. 

Categories  of  records  in  the  sy  stem: 

Contains  name,  social  security  number  and  record  of  amount  of 
cigarettes  purcha.sed.  date  and  sales  person's  initials. 

Authority  for  maintenance  of  the  system; 

Local  SOP 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Available  to  determine  a  pattern  of  abuse  of  cigarette  exchange 
privileges.  Available  to  Exchange  Otficer,  adjutant.  Headquarters 
Battalion,  Marine  Corps  Supply  Activity,  Phila.  Pa.,  state  investiga¬ 
tive  officials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Index  cards  in  file  folders. 

Retrievability: 

By  name 
Safeguards: 

■  Only  one  copy  made  and  maintained  in  Exchange  records. 

Retention  and  disposal: 

Six  months 

System  managerfs)  and  address: 

Exchange  Officer,  Headquarters  Battalion  (Code  200),  Marine 
Corps  Supply  Activity,  Phila.,  Pa.  19146 
Notification  procedure: 

Information  may  be  obtained  from; 

Exchange  OPreer,  Marine  Corps  Exchange  2  2 1 


Marine  Corps  Supply  Activity 
Phila.,  Pa.  19146 
Record  access  procedures: 

Individual  requests  should  be  addressed  to:  Commanding  Officer, 
Headquarters  Battalion  (Code  200),  Marine  Corps  Supply  Acitivity, 
Phila.,  Pa.  19146 
Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be. obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Marine  Corps  Exchange  sales  personnel 
System;  exempted  from  certain  provisions  of  the  act: 

None 

MIL00009 

System  name; 

Fire  Arms  Transaction  Record 
System  location: 

Marine  Corps  Activities  with  Exchanges  selling  fire  arms 
Categories  of  individuals  covered  by  the  system: 

Authorized  Marine  Corps  Exchange  patrons  who  purchase  fiie 
arms  from  the  Exchange. 

Categories  of  records  in  the  system: 

Individual  identifying  information,  including  age,  height,  weight, 
date  and  place  of  birth,  race,  description  of  fire  arm,  certificate  by 
individual  that  he  has  never  been  convicted  of  a  felony,  that  he  is  not 
a  fugitive  from  justice,  not  addicted  to  the  use  of  drugs,  not  adjudi¬ 
cated  to  be  a  mental  defective  or  committed  to  a  mental  institution, 
that  he's  not  been  discharged  from  the  armed  forces  under  dishonor¬ 
able  conditions,  that  he  is  not  an  illegal  alien  and  that  he  hasn't 
renounced  his  citizenship.  Information  from  documents  used  to  pro¬ 
vide  individual's  identification. 

Authority  for  maintenance  of  the  sy  stem: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Marine  Corps  Exchange  perstmnel  for  record  keeping 
purposes,  and  a  copy  is  sent  to  the  local  law  enforcement  personnel 
for  their  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

In  paper  records  in  file  folders 
Retrievability: 

By  name 
Safeguards: 

Recx>rds  are  maintained  in  kx.'ked  filing  cabinets  within  locked 
offices  of  buildings.  Records  are  accessible  only  to  authorized  person¬ 
nel  only 

Retention  and  disposal: 

Records  are  maintained  for  five  years  and  then  destroyed. 

System  manager(s)  and  address: 

Decentralized  system  managed  by  local  Commanders. 

Notification  procedure: 

Correspondence  pertaining  to  records  maintained  by  kx;al  Com¬ 
mands  may  be  addressed  to  the  Commanding  Officer  of  the  activity 
in  question. 

Record  access  procedures: 

Information  may  be  obtained  from  SYSM.AN.AGER 
Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 
Record  source  categories: 
individuals. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

MILOOOlO 

System  name: 

Customer  Service  Records/Special  Accounts 
System  location: 
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Local  Marine  Corps  Exchange  Office  ^ 

Categories  of  individuals  covered  by  the  system: 

The  contents  of  these  files  are  a  compilation  of  all  records  required 
in  the  administration  of  special  accounts. 

Categories  of  records  in  the  system: 

Records  are  manually  prepared  files  containing  data  used  in  ac¬ 
counting  for  merchandise  not  normally 'in  stock  and  has  been  ordered 
by  authorized  patrons  or  deferred  payment  plans. 

Anthority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  management  and  clerical  personnel  for  normal  4)usiness 
purposes  including  accounting  for  sales  and  inventory  control. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

In  paper  records  in  file  folders. 

Retrievabihty: 

Filed  alphd'seiically  by  patron’s  last  name 
Safeguards- 

Records  are  maintained  in  locked  filing  cabinets  within  hK-ked 
offices  of  buidings.  Records  are  accessible  to  authorized  personnel 
only. 

Retention  and  disposal: 

Records  are  maintained  for  five  years  and  then  destroyed. 

System  managerts)  and  address: 

Decentralized  System  managed  by  local  Commanders. 

Notification  procedure: 

Correspondence  pertaining  to  records  maintained  by  local  com¬ 
mands  may  be  addressed  to  the  Commanding  Officer  of  the  activity 
in  question 

Record  access  procedures: 

Information  may  be  obtained  from  SYSM.ANAGER 
Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSM.ANAGER 
Record  source  categories: 

Individuals. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

MILOOOll 

System  name: 

.MDSV'EN  Vendor  Directory 
System  location: 

All  Marine  Corps  commands  which  operate  a  Marine  Corps  Ex¬ 
change. 

Categories  of  individuals  covered  by  the  system: 

All  vendors’  names  and  addresses  actively  engaged  in  business 
with  the  local  exchange. 

Categories  of  records  in  the  s>  stcm: 

File  contains  vendor  names  and  addresses;  freight  information, 
delivery  and  discount  terms  for  remittance  and  payment 
Authority  for  maintenance  of  the  system: 

Title  10,  U.  S.  Code  7601 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purchasing  Activity  -  To  obtain  addresses  for  ordering,  freight  and 
delivery  information,  discount  terms,  etc.;  required  for  entry  on  Pur¬ 
chase  (>ders 

Accounting  Activity  -  To  obtain  billing  and  remittance  addresses 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Mechanized  print-outs  and  computer  disc'ettcs 
Retrievahility: 

Filed  in  computer  and/or  discettes  by  permanently  assigned  6  digit 
file  numbers 
Safeguards: 


Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  on  a  necd-to-know  basis. 

Retention  and  disposal: 

Records  are  pemumenl;  updated  as  necessary.  Held  until  vendor  is 
no  longer  actively  engaged  in  business  with  Exchange,  then  record  is 
eliminated  and/or  clean^  off  diskette. 

System  manager(s)  and  address: 

Decentralized  system  managed  by  local  commanders.  See  Directo¬ 
ry  of  Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Correspondence  pertaining  to  records  maintained  by  local  com¬ 
mands  may  be  addressed  to  the  Commanding  Officer  of  the  activity 
concerned. 

Record  access  procedures: 

Information  may  be  obtained  by  contacting  SYSMANAGER 

Requests  should  contain  the  full  name  of  the  requester  and  the 
basis  of  the  request. 

Contesting  record  procedures: 

Tl’.e  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  by  contacting  the  SYSMANAGER. 

Record  source  categories: 

Notification  from  applicable  vendors,  correspondence  and  agree¬ 
ments  originating  between  vendor  and  Exchange  Procurement  Activ¬ 
ity. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00012 

System  name: 

Standard  Licensing  Procedures  For  Operators  of  Military  Mulur 
Vehicles 

System  location: 

All  Marine  Corps  motor  vehicle  licensing  facilities. 

Categories  of  individuals  covered  by  the  system: 

Military  and  DOD  civilian  employees  required  to  operate  a  gov¬ 
ernment-owned/or  controlled  motor  vehicle  including  nonappropriat- 
ed  fund  vehicles. 

Categories  of  records  in  the  system: 

Files  contain  information  on  each  individual’s  driving  experience, 
who  applies  for  a  Government  Operators  Permit  to  include  traffic 
accidents  involved  in,  any  refusal,  suspension  or  revocation  of  State 
Operator’s  License,  all  violations  of  traffic  regulations  (other  than 
overtime  parking)  for  which  he  has  been  found  guilty,  misrepresenta¬ 
tion  or  failure  to  report  these,  and  results  of  physical  examinations. 

DD  Form  1360  -  Operators  Qualifications  and  Record  of 
Licensing,  Examination  and  Performance 

NAV'FAC  9-11240/10  -  Application  for  Motor  Vehicle 
Operators  Permit 

SF  47  -  Physical  Fitness  Inquiry  for  Motor  V'ehicle  Operators 

NAVFAC  9-11240/11  -  Checklist  and  Scoresheet  for  Road  Test 
in  Traffic 

SF  46  -  U  S  Government  Motor  Vehicle  Operator’s 
Identification  Card 

Dot  Form  HS  1047  -  Request  for  Search  of  National  Drivers 
Register 

Dot  Form  1054  -  Report  of  Inquiry  Searched 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  s)’stem,  incluiiing  catego¬ 
ries  of  users  and  the  purposes  of  such' uses: 

Motor  vehicles  licensing  procedures  used  to  determine  the  qualifi¬ 
cation  of  personnel  requesting  motor  vehicle  operator’s  1  D  cards 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievahility: 

Filed  in  alphabetical  order  by  last  name  of  applicant 

Safeguards: 

Records  are  maintained  in  areas  acccs.sible  only  to  authorized  per¬ 
sonnel 

Retention  and  disposal: 

Copies  are  normally  held  for  3  years  and  are  then  destroyed. 
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System  managcrts)  and  address: 

Deputy  Chief  of  Staff  for  Installations  and  Logistics,  Headquarters, 
U  S  Marine  Corps,  Washington,  D  C 

Decentralized  system  managed  by  local  commands. 

Notification  procedure: 

Information  may  be  obtained  from: 

Headquarters,  U  S  Marine  Corps  (Code  LME) 

Room  400 

Commonwealth  Building 
Arlington,  VA  22209 
Telephone:  Area  Code  202/695-3460 

Correspondence  pertaining  to  records  maintained  by  local  com¬ 
mands  may  be  addressed  to  the  commanding  officer  of  the  activity  in 
question.  See  Directory  of  Department  of  the  Navy  Mailing  Address¬ 
es.  f 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Commandant  of 
the  Marine  Corps  (Code  LME),  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C  20380;  SYSMANAGER  of  activity  concerned. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMAN.'VGER 

Record  source  categories: 

Individual  information  is  taken  from  NAVMC  10964,  Licensing 
application,  civil  authorities.  Provost  Marshal’s  office,  service  record, 
organization  commanders. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00013 

System  name; 

Individual  Uniform  Clothing  Records 

System  location: 

All  Marine  Corps  activities,  but  records  limited  to  individuals 
having  received  clothing  through  that  activity. 

Categories  of  individuals  covered  by  the  system: 

Personnel  of  the  Marine  Corps,  Marine  Corps  Reserve,  Navy 
Corpsmen  authorized  to  wear  Marine  Corps  uniforms,  candidates  of 
officer  procurement  programs  of  the  Marine  Corps  (including  Marine 
option  t^ROTC),  former  Marines  authorized  to  purcha.se  Marine 
Corps  uniforms  from  Marine  Corps  clothing  stocks. 

Categories  of  records  in  the  system: 

Files  contain  listings  of  individual  uniform  clothing  issued  in-kind 
and  clothing  sold  to  individuals  on  a  cash  basis,  mail-order  basis  or 
pay  checkage  basis. 

NAVMC  604  -  Individual  Clothing  Requisition  and  Issue  Slip 
(Men’s) 

NAVMC  604b  -  Individual  Clothing  Requisition  and  Issue  Slip 
(Women’s) 

NAVMC  604a  -  Transmittal  of  Clothing  Issue  Slips 
NAVMC  10710  -  Men’s  Individual  Clothing  Request 
NAVMC  10711  -  Women’s  Individual  Clothing  Request 
NAVMC  631  -  Individual  Clothing  Record  (Men’s) 

NAVMC  631a  -  Individual  Clothing  Record  (Women’s) 

DD  Form  358  -  Special  Measurement  Blank  -  Clothing  -  Men’s 
DD  Form  1 1 1 1  -  Armed  Forces  Measurement  Blank  -  Special 
Sized  Clothing  -  Women’s 

DD  Form  150  -  Special  Measurement  Blank  for  Special 
Measurement/  Orthopedic  Boots  and  Shoes 
DD  Form  1348  -  DOD  Single  Line  Item  Requisition  System 
Document  (Manual) 

SF  344  -  GSA  Multi-use  Standard  Requisitioning/Issue  System 
Document 

Naval  messages/speedletters  when  used  in  lieu  of  routine 
MILSTRIP  procedures. 

Authority  for  maintenance  of  the  system: 

Executive  Order  101 13  of  24  February  1950 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

To  substantiate  supply  accounting  records  for  clothing  issued  or 
^sold  from  Marine  Corps  stocks  to  individuals,  and  when  sales  are 
'  made  on  a  pay.  checkage  basis,  to  substantiate  pay  checkage  action 
under  the  Joint  Uniform  Military  Pay  System  (JUMPS) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 


Paper  records  in  file  folders 

Retrievability: 

May  be  filed  for  retrieval  by  either  name  or  SSN,  or  when  used  as 
a  substantiating  document  for  issues/sales  at  a  retail  clothing  outlet, 
files  are  primarily  in  transaction  document  number  sequence. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal: 

Three  years  when  used  to  substantiate  issues  under  the  clothing 
Monetary  Allowance  System. 

As  required  when  used  to  substantiate  financial/pay  checkage 
transactions. 

Until  individual  uniform  clothing  items  issued  in  kind  to  members 
of  the  Marine  Corps  Reserve  are  recovered  upon  separation. 

Three  years  following  detachment  from  duty  for  which  an  issue  of 
supplementary  uniforms  was  authorized.  * 

System  manager(s)  and  address: 

Decentralized  system  -  managed  by  local  command. 

Notification  procedure: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps  (Code  LMP) 

Room  378 

Commonwealth  Building 
Arlington,  Virginia  22209 
Telephone  Area  Code;  202/694-1775 

Correspondence  pertaining  to  records  maintained  by  local  com¬ 
mands  may  be  addressed  to  the  commanding  officer  of  the  activity  in 
question.  See  Directory  of  Department  of  the  Navy  Mailing  Address¬ 
es. 

Information  required  from  requester: 

Full  name 
SSN 

Military  status 

Current  address 

Specifics  of  information  desired 

Record  access  procedures: 

Requests  from  individuals  should  be  addres.sed  to:  Commandant  of 
the  Marine  Corps  (Code  LMP),  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C  20380 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Individual  information,  Joint  Uniform  Military  Pay  System/  Man¬ 
power  Management  System  (JUMPS/MMS). 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00014 

System  name: 

Exchange  Privilege  Authorization  Log 

System  location: 

Organized  Marine  Corps  Reserve  units. 

.Categories  of  individuals  covered  by  the  system: 

Any  member  of  the  Organized  Marine  Corps  Reserve  unit  who 
becomes  eligible  for  exchange  privileges  as  a  result  of  attending  drills 
with  that  unit  in  accordance  with,  current  regulations. 

Categories  of  records  in  the  system: 

Log  contains  a  list  by  name  of  individuals  who  are  issued  exchange 
privilege  authorization  letters.  The  list  is  maintained  on  a  quarterly 
basis. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  the  Commanding  Officer/Inspector-Instructor  of  Reserve  Units 
to  keep  a  record  of  personnel  who  were  authorized  to  use  the 
exchange  during  each  fiscal  quarter.  Exchange  personnel  -  letters  are 
utilized  to  verify  authority  of  Reserve  to  utilize  exchange  services. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 
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Papers  bound  log  book  on  paper  •  letters  issued  to  individual 
Reserves. 

Retrievabiiity: 

Alphabetically  by  last  name  for  each  fiscal  quarter.  Personnel  who 
join  during  the  quarter  are  added  to  the  list  as  they  become  eligible 
for  exchange  privileges. 

Safeguards: 

The  log  is  maintained  in  an  area  accessible  only  to  authorized 
personnel.  This  area  is  locked  during  non-working  hours. 

After  working  hours  the  office  and  building  are  locked.  A  guard  is 
located  in  the  general  vicinity. 

Retention  and  disposal: 

The  log  will  be  destroyed  one  year  from  the  end  of  the  calendar 
year  for  which  entries  are  made. 

System  managers)  and  address: 

Inspector-Instructor  of  Organized  Marine  Corps  Reserve  unit. 

Notification  procedure: 

Write  or  visit  SYSMANAGER.  Provide  full  name,  social  security 
number,  and  military  status.  Proof  of  identity  may  be  established  by 
military  identification  card  or  DD-214  and  drivers  license. 

Record  access  procedures: 

The  agency’s  rules  few  access  to  records  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Monthly  drill  attendance  records  of  Organized  Marine  Corps  Re¬ 
serve  unit. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MILOOOiS 

System  name: 

Housing  Referral  Services  Records  System 

System  location: 

All  Marine  Corps  installations  with  housing  referral  offices. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  reporting  to  an  installation  who  will  be 
residing  off  b^  desirous  of  seeking  off  base  housing. 

Categories  of  records  in  the  system: 

Information  is  collected  on  DD  Form  1668  from  all  military  per¬ 
sonnel  reporting  to  a  housing  referral  office  as  pertains  to  name, 
grade,  branch  of  service,  organization  and  location,  local  address, 
housing  needs,  e.g.  rental/sale,  number  of  bedrooms,  ^mished/unfur- 
nished,  price  range,  etc.,  number  of  dependents,  male  or  female,  and 
age.  A  list  of  housing  referral  services  provided  and  identification  of 
member  of  racial  or  ethnic  minority  groups.  Individuals  provided 
referral  assistance  must  in  turn  provide  notification  of  housing  selec¬ 
tion  by  use  of  DD  Form  1670  which  includes  such  information  as 
type  of  housing  selected,  e.g.,  location,  temporary/permanent,  rental/ 
sale,  cost,  number  of  bedrooms,  media  through  which  housing  was 
found,  e.g.,  housing  referral,  realtor,  newspaper,  etc.,  and  satisfaction 
with  selection,  e.g.,  too  small,  too  far,  discrimination  encountered, 
and  satisfaction  !th  housing  referral  services  provided. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Referral  offices  use  data'  to  assist  and  counsel  individuals  in  locat¬ 
ing  suitable  housing  off  base,  used  for  follow-up  purposes  when 
written  notification  from  individual  is  not  provided  as  to  ultimate 
location  of  housing,  used  for  purposes  of  reporting  statistics  on  field 
activity  housing  referral  services,  used  to  follow  up  on  availability  of 
rental  unit  subsequent  to  occupant’s  receipt  of  PCS  orders,  and 
follow  up  regarding  tenant/landlord  complaints. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 

Retrievabiiity: 

By  individual's  name. 

Safeguards: 


Housing  files  within  the  housing  referral  or  housing  office,  used 
solely  within  the  housing  organization  and  protected  by  military 
installation's  security  measures.  Individual  may  upon  request,  have 
access  to  all  such  data. 

Retention  and  disposal: 

Data  is  retained  until  individual’s  tour  is  completed  and  subse¬ 
quently  disposed  of  according  to  local  records  disposition  instruc¬ 
tions. 

System  manageris)  and  address: 

Commandant  of  the  Marine  Corps  (Code  LFF-3),  Headquarters,  U 
S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Records  are  maintained  by  housing  referral  offices  at  the  Marine 
Corps  activity  responsible  for  providing  referral  services  for  military 
personnel  in  the  area.  Individual  may  request  access  to  records  upon 
proof  of  identity  (ID  card). 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
installation  family  housing  office. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
installation  family  housing  office. 

Record  source  categories: 

Data  collected  from  each  applicable  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00016 

System  name: 

Depot  Maintenance  Management  Subsystem  (DMMS) 

System  location: 

Marine  Corps  Logistics  Support  Base,  Atlantic,  Albany,  Georgia 
31704 

Marine  Corps  Logistics  Support  Base,  Pacific,  Barstow, 

California  92311 

Categories  of  individuals  covered  by  the  system: 

Any  military  or  civilian  employee  of  USMC  Depot  Maintenance 
Activities 

Categories  of  records  in  the  system: 

System  contains  individual's  Personal  History  File,  Labor  Distribu¬ 
tion  Reports,  Time  and  Attendance  Reports  and  Payroll  Reports 
Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Marine  Corps  Logistics  Support  Bases  -  To  provide,  payroll  sup¬ 
port  and  cost  accounting 
Congress  of  the  United  States 

Naval  Audit  Service  -  To  obtain  audit  trails  for  cost  accounting 
DOD  Departments  and  agencies 

USMC  staff  agencies  and  commands  -  To  review  cost  accounting 
and  financial  management  procedures,  to  monitor  labor  distribution 
Federal,  state,  and  local  tax  agencies 
General  Accounting  Office 
Treasury  Department 
Department  of  Justice 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  magnetic  tapes  and  disks,  computer  paper  printouts  and 
microfiche. 

Retrievabiiity: 

Filed  by  employee  badge  number 
Safeguards: 

Buildings  have  security  personnel.  Records  are  maintained  in  areas 
accessible  to  authorized  personnel  that  are  properly  screened. 
Retention  and  disposal: 

Records  are  maintained  until  end  of  calendar  year  in  which  em¬ 
ployee  has  worked.  At  the  end  of  one  year,  the  computer  magnetic 
tapes  and  disks  are  erased  and  paper  printouts  are  destroyed  by 
shredding.  Microfiche  is  destroyed  by  burning. 

System  manageris)  and  address: 
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Commandant  of  the  Marine  Corps  (Code  LMM),  Headquarters, 

U  S  Marine  Corps,  Washington,  D  C  20380 

Director,  DMA,  Marine  Corps  Logistics  Support  Base,  Atlantic, 
Albany,  Georgia 

Director,  DMA,  Marine  Corps  Logistics  Support  Base,  Pacific, 
Barstow,  California 

Notification  procedure: 

Information  may  be  obtained  from; 

Commandant  of  the  Marine  Corps  (Code  LMM),  Headquarters, 

U  S  Marine  Corps  Washington,  D  C  20380 

CG,  Marine  Corps  Logistics  Support  Base,  Atlantic,  Albany,  ■" 
Georgia  31704 

CG,  Marine  Corps  Logistics  Support  Base,  Pacific,  Barstow, 
California  923 1 1 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  Commanding 
General,  Marine  Corps  Logistics  Support  Base,  Atlantic,  Albany, 
Georgia  31704  or  Commanding  General,  Marine  Corps  Logistics 
Support  Base,  Pacific,  Barstow,  California  92311. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address,  telephone  number. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  i.e.,  driver's  license,  social  security  card, 
etc. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Automated  system  interfaces 

Application  and  related  forms  from  the  individual  requesting  em¬ 
ployment. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00017 

System  name: 

Transportation  Data  Financial  Management  System  (TDFMS) 

System  location: 

Commanding  General  (Code  A470),  Marine  Corps  Logistics  Sup¬ 
port  Ba.se,  Atlantic,  Albany,  Georgia  31704 

Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  active  duty,  reserve,  and  retired  perstsimel,  fed¬ 
eral  Civil  Service  employees  of  the  Marine  Corps  and  their  depend¬ 
ents. 

Categories  of  records  in  the  system: 

The  TDFMS  Master  Files  consist  of  a  complete  automated  record 
for  all  Marine  Corps  active  duty,  reserve  and  retired  personnel, 
federal  Civil  Service  employees  of  the  Marine  Corps  and  their  de¬ 
pendents  concerning  the  movement  of  household  goods,  personal 
effects  and  passenger  or  personnel  transportation  by  rail,  bus,  air  or 
other  means  involving  expenditures  of  Marine  Corps  funds. 

Authority  for  maintenance  of  the  system: 

Title  37,  U  S  Code/Title  10,  U  S  Code  and  Marine  Corps  Orders 
within  the  4600  Scries. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps,  Marine  Corps  activities  for  anal¬ 
ysis  and  research  for  budget  forecasting;  audit,  verification,  certifica¬ 
tion  of  O&MMC,  Stock  Fund,  Reserve,  Procurement,  MPMC  ex¬ 
penditure  of  Marine  Corps  funds;  identifying  movement  of  material 
by  weight,  commodify  within  areas  by  FY  historical  data  of  com¬ 
modity  movements,  related  cost,  budget  forecasting,  validation,  and 
special  studies. 

Marine  Corps  Supply  Center  to  monitor  and  certify  for  payment 
transportation  charges  concerning  the  movement  of  personal  proper¬ 
ty  and  personnel  and  to  initiate  collection/reimbursement  action  for 
cost  incurred  that  exceeds  entitlements. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  offical 
duties. 

The  Attorney  General  of  the  U  S  -  By  officals  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  Agencies. 


Courts  •  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  US-  The  Senate  or  the  House  of  Representatives 
of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  Files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  or  any 
of  his  authorized  representatives  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  Marine 
Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  , 

Computer  magnetic  tapes  and  discs,  computer  printouts,  micro¬ 
fiche  and  microfilm. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name,  social  security 
number,  etc.  Conventional  and  computerized  indices  are  required  to 
retrieve  individual  records  from  the  system. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal: 

Records  are  maintained  until  statute  of  limitations  has  expired  and/ 
or  litigation  is  concluded. 

System  manageKs)  and  address: 

The  Commandant  of  the  Marine  Corps  (Code  LFS),  Headquarters, 
U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from: 

Commanding  General  (Code  A470) 

Marine  Corps  Logistics  Support  Base,  Atlantic 
Albany,  Georgia  31704 

Telephone;  Area  Code  912/439-5674/5675/5676/5677 

Record  access  procedures: 

Written  requests  from  individuals  should  be  addressed  to  the  ad¬ 
dress  listed  under  the  heading  LOCATION. 

Written  requests  for  information  should  contain  social  security 
number,  full  name  and  current  address.  Government  Bill  of  Lading 
number  (if  known),  date  of  shipment  or  move  of  household  goods. 

For  personal  visits,  the  individual  should  be  able  to  provide  posi¬ 
tive  personal  identification,  such  as  valid  military  identification  card, 
drivers  license,  etc. 

Contesting  record  procedures: 

The  rules  for  access  to  records  and  for  contesting  contents  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Government  and  commercial  carriers. 

Installation  Transportation  Officers. 

Authorized  order  writing  activities. 

Paying  or  disbursing  officers. 

Marine  Corps  Manpower  Management  System 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL000I8 

System  name: 

Organization  Clothing  Control  File  , 

System  location: 

Depot  Property  Control  Branch,  Marine  Corps  Recruit  Depots 

Categories  of  individuals  covered  by  the  system: 

Drill  Instructors,  Marksmanship  Instructors,  Women  Marine  Spe¬ 
cial  Subject  Instructors  and  Band  members. 

Categories  of  records  in  the  system: 

Combined  Individual  Clothing  Requisition  and  Issue  Slip  N.AVMC 
604  Form. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  maintain  records  of  organizational  clothing  issued  to  authorized 
personnel  until  items  have  been  returned. 
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Polities  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  sj  stem: 

Storage: 

Paper  records  in  file  folders 

Retrievabilit)': 

Filed  alphabetically  by  last  name  of  Marine  concerned. 

Safeguards: 

Records  are  maintained  in  filing  cabinet  in  a  locked  building. 

Retention  and  disposal: 

Records  are  maintained  until  items  of  organizational  clothing  are 
returned. 

System  managerts)  and  address: 

.Commanding  General,  Marine  Corps  Recruit  Depots 

Notification  procedure: 

Information  may  be  obtained  from: 

Depot  Supply  Officer 

Depot  Service  and  Supply  Department 

Marine  Corps  Recruit  Depot 

Parris  Island.  South  Carolina  29905  or  San  Diego.  California 
92140 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Depot  Supply 
Officer.  Depot  Services  and  Supply  Department,  Marine  Corps  Re¬ 
cruit  Depot,  Parris  Island,  SC  29905  or  San  Diego,  CA  92140. 

Written  requests  for  information  should  contain  the  full  name, 
social  security  number  and  current  address  of  the  individual  con¬ 
cerned. 

For  personal  visits,  the  individual  should  be  able  to  provide  a 
military  identification  card. 

Contesting  record  procedures: 

The  Depot’s  rules  for  access  to  records  and  for  contesting  contents 
and  appealing  initial  determinations  by  the  individual  concerned  may 
be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Provided  by  the  authorized  individual’s  request  NAV'MC  604  to  be 
issued  items  of  Organizational  Clothing. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MI1.00019 

System  name: 

Equipment  and  Weapons  Receipt  or  Custody  Files 

System  location: 

System  is  decentralized.  Records  are  maintained  at  Marine  Corps 
commands,  organizations,  or  activities  that  issue  said  equipment  or 
weapons. 

Categories  of  individuals  covered  by  the  system: 

System  contains  name,  rank,  social  security  number,  unit  address, 
and  date. 

Categories  of  records  in  the  system: 

This  file  contains  name,  rank,  social  security  number,  itemized  list 
of  equipment  issued,  date  issued,  and  possibly  unit  and  section/. 
Department  to  which  assigned. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  systeni,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

This  system  is  used  to  identify  individuals  who  have  Government 
property  in  their  possession. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation  to 
inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  binder,  file  folder,  box,  vertical  card  file,  or  index 
cards 

Retrievability: 

Records  are  filed  alphabetically  by  name. 

Safeguards: 

After  working  hours,  the  office  and  building  are  locked.  A  guard  is 
K^cated  in  the  general  vicinity. 

Retention  and  disposal: 


These  records  are  destroyed  uptin  the  return  of  the  property  listed. 

System  managerts)  and  address: 

Commanding  Officer  of  the  activity. 

Notification  procedure: 

Write  or  visit  SYSMANAGER  Provide  full  name,  social  security 
number,  and  military  status.  Proof  of  identity  may  be  established  by 
military  identification  card  or  DD  214  and  drivers  license. 

Record  access  procedures: 

TTie  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Information  is  entered  by  visual  certification  of  property,  issued 
and  identification  presented  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MIL00021 

System  name: 

Working  Files,  Division  Supply  Sections  and  Wing  Supply  Sec¬ 
tions 

System  location: 

Division  Supply  Section,  Regiments,  Battalions,  Separate  Compa¬ 
nies 

N^’ing  Supply  Sections,  Groups,  Separate  Squadrons 

Categories  of  individuals  covered  by  the  system: 

Personnel  responsible  for  government  property,  reimbursing  gov¬ 
ernment  for  damages/loss  of  property. 

Categories  of  records  in  the  system: 

Equipment  Custody  Records  (ECR)  -  This  file  contains  the  dale, 
voucher  number,  remarks,  quantity,  signature,  control  number,  de¬ 
scription  and  unit. 

Memorandum  Receipt  for  Individual/Garrison  Equipment  (IMR)  - 
This  file  includes  the  name,  grade,  SSN,  date,  organization,  signature 
and  unit. 

Memorandum  Receipt  for  Individual  Weapons  and  Accessories  - 
This  file  includes  the  name,  grade,  SSN,  organization,  signature  and 
unit. 

Personal  Effects  Log  -  This  file  includes  the  dale,  name,  SSN, 
grade  and  signature. 

Letter  of  Appointmenl/Authorization  -  These  files  include  the 
date,  name,  grade,  SSN,  description  of  dulics/authorizalions  and 
sample  signature. 

V'ouchcr  Files  -  Cash  Collection  -  This  file  includes  the  name, 
grade,  SSN.  unit,  description  of  sales  and  signature. 

Voucher  Files  -  Investigations  -  This  file  includes  the  name,  grade, 
SSN  of  investigating  officer  and  signature. 

Investigation  Log/File  -  This  listing  contains  the  investigation 
number,  investigating  officer,  subject,  serial  number,  date  investiga¬ 
tion  received,  date  sent  to  unit  for  correction  (if  applicable),  due  date 
to  be  returned  and  remarks.  File  also  contains  a  copy  of  the  investi¬ 
gation. 

Special  Order  Clothing  -  This  file  cincludes  the  name,  rank,  SSN, 
msg  number,  individual  unit,  and  remarks  regarding  receipt  of  cloth¬ 
ing. 

Base  Property  Log  •  Contains  a  list  of  names  of  personnel  who 
have  lost  and  paid  for  government  property. 

Serialized  Blank  Forms  Register  -  Contains  a  listing  of  personnel 
by  name  who  issue/receive  serialized  blank  forms. 

Quarterly  Inventory  of  Sets,  Chests  and  Kits  -  Contains  a  file  of 
inventories  made  on  contents  of  sets,  chests  and  kits  including  the 
name,  rank  and  SSN  of  the  individual  inventorying  property. 

Authority  for  maintenance  of  the  system: 

Title  5.  U.  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Division  Supply  Section  and  Wing  Supply  Section  -  By  officials  in 
the  execution  of  their  assigned  duties  in  reviewing  proper  mainte¬ 
nance  and  accountability  of  government  property  by  units. 

Regiments,  Battalions,  ^parate  Companies,  Groups,  Separate 
^iiadrons  -  For  supply/S-4  personnel  to  obtain  information  pertain¬ 
ing  to  personnel  responsible  for  government  property  and/or  admin¬ 
istering  supply  functions. 
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Inspectors  from  higher  headquarters  (i.e.,  FMFPac:  Inspecting 
General  (IG)  Team,  FSMAO)  -  By  officials  in  the  execution  of  their 
assigned  duties  in  reviewing  proper  maintenance  and  accountability 
of  government  property  by  units. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

ECR  -  Vertical  file  cards 

IMR;  Individual  Weapons  and  Accessories,  Special  Clothing  -  card 
file 

Personal  Effects;  Investigation;  Base  Property  Log;  Serialized 
Blank  Forms  Register-Log  Book 

Letters  of  Appointment/Authorization;  Voucher  Files,  investiga¬ 
tions;  Quarterly  inventories  of  Sets,  Chests  and  Kits  -  paper  records 
in  file  folders. 

Retrievability: 

ECR  -  files  by  unit  or  responsible  officer 

IMR;  Individual  Weapons  and  Accessories;  Special  Clothing  -  filed 
alphabetically  by  name 

Personal  Effects,  Investigation  Log;  Letter  of  Appointment/Au¬ 
thorization;  Voucher  Files;  Ba.se  Property  Log;  Serialized  Blank 
Form  Register;  Quarterly  Inventory  of  Sets,  Chests  and  Kits  -  as  it 
occurs  by  name. 

Safeguards; 

IMR;  Individual  Weapons  and  Accessories  Records  -  maintained  in 
secured  area  within  armories  accessible  only  to  personnel  authorized 
to  be  in  the  area. 

ECR;  Personal  Effects  Log;  Letters  of  Authority;  Voucher  Files; 
Investigations;  Special  Clothing;  Base  Property  Log;  Serialized  Blank  ^ 
Forms  Register;  Quarterly  Inventory  of  ^ts.  Chests  and  Kits  -  Per¬ 
sonnel  within  supply/S-4  sections  authorized  acce.s.s,  no  special  safe¬ 
guard  implemented. 

Retention  and  disposal: 

ECR;  IMR;  Weapons  Custody  Records;  Special  Clothing  retain 
until  accountable  balance  is  zero. 

Personal  Effects  Log;  Quarterly  Inventory  of  Sets,  Chests  and  Kits 
-  one  year. 

Letters  of  Appointment/Authorization  -  five  (5)  years. 

Voucher  Files;  Investigation  Log;  Base  Property  Log;  Serialized 
Blank  Forms  Register  -  two  years. 

All  files  may  be  destroyed  after  being  maintained  the  required 
timeframe. 

Investigations  -  Two  years  after  the  end  of  the  fiscal  year  in  which 
the  investigation  was  completed. 

System  managerts)  and  address: 

Division  Supply  Officers,  Marine  Corps  Division;  Wing  Supply 
Officers,  Marine  Corps  Aircraft  Wings.  See  Directory  of  Department 
of  the  Navy  Activities  for  mailing  address. 

Notification  procedure: 

Apply  to  SYSMANAGER 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  SYSMANAGER 

Written  reque.sts  for  information  should  contain  the  full  name, 
grade  and  SSN  of  the  individual  as  well  as  the  unit  to  which  he  is/ 
was  attached  which  would  reflect  information  pertaining  to  him. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Individual  and/or  individual's  SRB  or  OQR  or  other  listing  unit 
may  have  which  contains  required  information. 

Incoming  messages  for  Special  Order  Clothing. 

Base  Locator. 

Completed  investigations  submitted. 

Systems  exempted  from  certain  provisions  of  the  act: 

None  . 

MIL00022 

System  name: 

Delinquent  Clothing  Alteration  List 

System  location: 

System  is  decentralized.  Records  are  maintained  at  Marine  Corps 
Commands,  organizations,  or  activities  that  alter  clothing. 

Categories  of  individuals  covered  by  the  system: 

List  of  personnel  who  have  failed  to  pick  up  altered  clothing. 


Categories  of  records  in  the  system: 

Contains  an  alphabetical  listing  of  personnel  who  have  failed  to 
pick  up  clothing  which  has  been  altered  for  them. 

Authority  for  maintenance  of  the  system:  / 

Title  5,  U.S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Clothing  Branch  Officer  in  Charge  to  notify  the  respective  Com¬ 
manding  Officers  of  personnel  listed,  that  uniforms  have  been  altered 
and  need  to  be  picked  up. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Cards/File  Folders 

Retrievability: 

Alphabetical  by  unit  assigned. 

Safeguards: 

After  working  hours,  the  office  and  building  are  locked.  Guards 
are  located  in  the  general  vicinity. 

Retention  and  disposal: 

Maintained  for  two  years,  then  destroyed. 

System  manager(s)  and  address: 

Clothing  Officer  of  the  activity  concerned. 

Notification  procedure: 

Information  may  be  obtained  from  the  individual  command  to 
which  an  individual  is  assigned  for  duty.  Addresses  of  individual 
commands  are  listed  in  the  Navy  Standard  Distribution  List 
(OFNAV  P09B3-107). 

Record  access  procedures: 

Written  requests  from  individuals  should  be  addressed  to  the  Com¬ 
manding  Officer  of  the  activity  concerned.  Activity  addresses  are  as 
reported  in  the  Navy  Standard  Distribution  List. 

Written  requests  should  include  name  and  social  security  number. 

Personal  visits  may  be  made  to  the  installation  in  question. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  appealing  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Cards  filled  out  by  personnel  when  leaving  clothing  for  alteration. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MINOOOOl 

System  name: 

Personnel  Security  Eligibility  and  Access  Information  System 

System  location: 

Primary  system  -  Headquarters,  U  S  Marine  Corps,  Wa.>hington,  D 
C  20380. 

Secondary  system  -  Local  activity  to  which  individual  is  assigned 
(See  List  of  Marine  Corps  Activities,  MCO  P5400.6 — ). 

Categories  of  individuals  covered  by  the  system: 

Members  of  the  U  S  Marine  Corps  and  Marine  Corps  Reserve, 
former  members,  applicants  for  enlistment  or  commissioning.  Marine 
Corps  civilian  employees,  and  other  persons  whose  status  or  position 
effects  the  security,  order,  or  discipline  of  the  .Marine  Corps. 

Categories  of  records  in  the  system: 

Files  contain  reports  of  personnel  security  investigations,  criminal 
investigations,  counterintelligence  investigations,  correspondence, 
records  and  information  pertinent  to  an  individual’s  acceptance  and 
retention,  personnel  security  clearance  and  access,  assignment  to  per¬ 
sonnel  reliability  programs  and  other  high  risk  or  compartmented 
information  programs  requiring  personnel  quality  control. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  U  S  Marine  Corps  in  the  perform¬ 
ance  of  their  official  duties  related  to  personnel  security  eligibility 
and  access. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office. 

Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement  or  other 
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matters  under  the  jurisdiction  of  the  Department  of  Justice  or  carried 
out  as  the  legal  representative  of  the  Executive  Branch  agencies. 

State  and  local  government  agencies  in  the  performance  of  their 
official  duties. 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties. 

Official  employees  of  the  Department  of  Defense  in  the  perform¬ 
ance  of  their  official  duties. 

Officials  and  employees  of  other  agencies  of  the  Executive  Branch 
of  the  government,  upon  request,  in  the  performance  of  their  official 
duties. 

Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committee  or  subcommittee  thereof,  requiring  disclosure  of  the  files 
or  records  of  individuals  covered  by  this  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  , 

Paper  records  in  file  folders  and  index  cards.  Some  information  in 
contained  in  automated  files  or  on  computer  tapes. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual  or  by  social  security 
number. 

Safeguards:  " 

Stored  in  locked  safes  or  cabinets.  File  areas  are  accessible  only  to 
authorized  i>ersons  who  are  properly  screened,  cleared,  and  trained. 

Retention  and  disposal: 

Records  and  portions  thereof  vary  in  period  of  time  retained. 
Records  are  retained  and  disposed  of  in  accordance  with  Department 
regulations. 

Systc.’n  manager(s)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps.  Washington,  D  C  20380. 

Decentralized  system  managed  by  local  command. 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to  Commandant 
of  the  Marine  Corps  (Attn:  Privacy  Act  Coordinator),  Headquarters, 
U  S  Marine  Corps,  Washington,  D  C  20380  or  in  accordance  with 
the  li.st  of  Manne  Corps  activities.  The  letter  should  contain  full 
name,  social  security  number,  rank/rate/civilian  status,  address  and 
notarized  signature  of  the  requester.  The  individual  may  visit  Head¬ 
quarters,  U  S  Marine  Corps,  Arlington  Annex  (FOB  2),  Wa.shington, 
D.  C.  for  assistance  with  records  located  in  that  building  or  any 
Marine  Corps  activity  for  access  to  locally  maintained  records.  Prior 
written  notification  of  personal  visits  are  required  to  ensure  that  all 
parts  of  the  records  will  be  available  at  the  time  of  the  visit.  Proof  of 
identity  will  be  required  and  will  consist  of  a  military  identification 
card,  driver’s  license  or  similar  picture-bearing  identification. 

Record  access  procedures: 

Tlie  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMAN.AGER. 

Record  source  categories: 

Officials  and  employees  of  the  U  S  Marine  Corps,  Departments  of 
the  Navy  and  Defense  and  other  departments  and  agencies  of  the 
Executive  Branch  of  government,  and  components  thereof,  in  per¬ 
formance  of  their  official  duties  and  as  specified  by  current  instruc¬ 
tions  and  regulations  promulgated  by  competent  authority.  Civilian 
and  military  investigative  reports.  Federal,  state  and  local  court  doc¬ 
uments.  Fingerprint  cards.  Official  correspondence  concerning  indi¬ 
vidual. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5,  U  S  Code  552  a 
(j)  or  (k),  as  applicable.  For  additional  information  contact  the  SYS¬ 
MANAGER. 

MIN00002 

System  name: 

POW/MIA  Intelligence  Analysis  and  Debrief  Files 

System  location: 

Primary  system  -  Headquarters,  U.  S.  Marine  Corps,  Washington, 
D.  C.  2()380.  Major  Marine  Corps  commands  maintain  derivative 
.  files. 

Categories  of  individuals  covered  by  the  system: 


Members  of  the  U.  S.  Marine  Corps  or  Marine  Corps  Reserve 
either  currently  or  previously  held  prisoner  of  war  (POW),  detained 
by  hostile  forces  or  declared  missing  in  action  (MIA). 

Categories  of  records  in  the  system: 

Narrative  of  loss  incident;  investigations  regarding  loss  incident; 
casualty  reports;  intelligence  reports  possibly  identifying  subject;  arti¬ 
cles,  statements,  lists  and  photographs  published  in  the  world  news 
media  or  broadcast  over  hostile  public  radio;  portions  of  official 
debriefings  or  debriefing  summaries;  and  analytical  evaluation  of  in¬ 
formation  contained  in  file. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  U.  S.  Marine  Corps  in  the  perform¬ 
ance  of  their  official  duties  related  to  POW/MI.A’s. 

Officials  and  employees  of  the  other  services  and  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  POW/ 
MIA’S. 

Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committees  or  subcommittees  thereof,  requiring  disclosure  of  the  files 
or  records  of  individuals  covered  by  this  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders;  photographs,  film  and  tape  record¬ 
ings. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Secured  in  GSA  approved  security  containers  within  locked  office 
spaces.  Access  is  granted  only  to  those  authorized  persons  who  are 
properly  cleared  and  having  a  need-to-know. 

Retention  and  disposal: 

Records  maintained  within  Marine  Corps  Intelligence  Division  as 
long  as  individual’s  status  remains  POW/MIA.  Record  is  retired  to 
Marine  Corps  Historical  Division  2  years  after  return  to  U.  S.  control 
or  when  status  is  changed  to  KIA/KIA-BNR. 

System  managcr(s)  and  address: 

Commandant  of  the  Marine  Corps,  Code  INTC,  Headquarters,  U. 
S.  Marine  Corps,  Washington,  D.  C.  20380. 

Notification  procedure: 

Apply  to  SYSMANAGER. 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Other  records  of  the  activity;  investigators;  witnesses;  correspon¬ 
dents;  intelligence  reports  from  the  services.  Defense  Intelligence 
Agency,  Central  Intelligence  Agency,  State  Department  and  other 
government  agencies;  Foreign  Broadcast  Information  Service;  news¬ 
papers,  magazines;  television;  radio;  and  movies. 

Systertis  exempted  from  certain  provisions  of  the  act: 

None 

MlSOOOOl 

System  name: 

Personnel  Management  Subsystem,  RESOURCE  CONTROL 
SYSTEM  (RCS) 

System  location: 

Primary  System  -  The  Commandant  of  the  Marine  Corps,  Head¬ 
quarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Decentralized  Segments  -  all  data  processing  activities  to  which 
the  individual  is  attached.  Addresses  are  shown  in  the  Navy  Standard 
Distribution  List.  (OPNAV  PO9B3-107) 

Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  officer,  enlisted  and  civilian  personnel  at  Com¬ 
mands  with  data  processing  installations. 

Categories  of  records  in  the  system: 

File  contains  personal  identifying  information  such  as  name,  rank/ 
grade,  MOS,  billet  description,  training,  skills  and  T/O  line  numbers. 
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Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  Commands, 
activitites  and  organizations  -  To  provide  officials  and  employees  of 
the  Marine  Corps  with  accurate  information  regarding  personnel, 
military  and  civilian,  including  their  technical  education,  qualiftca-  . 
tions  and  skills  in  the  performance  of  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  or  disk. 

Retrievability: 

By  a  key  number  assigned  to  an  individual. 

Safeguards: 

Restricted  access  to  areas  where  maintained. 

Retention  and  disposal: 

File  is  maintained  on  individual  as  long  as  he  is  in  a  data  process¬ 
ing  activity.  Information  pertaining  to  individual  so  removed  is 
erased  from  tape. 

System  managerts)  and  address: 

The  Commandant  of  the  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from  the  individual  Command  to 
which  an  individual  is  assigned  for  duty.  Addresses  of  individual 
commands  are  listed  in  the  Navy  Standard  Distribution  List 
(OPNAV  PO9B3-I07). 

Record  access  procedures: 

Written  requests  from  individuals  should  be  addressed  to  the  Com¬ 
manding  OtTicer  of  the  activity  at  which  the  data  processing  installa¬ 
tion  to  which  he  is  attached  or  located.  Installation  addresses  are  as 
reported  in  the  Navy  Standard  Distribution  List. 

Written  requests  should  include  name  and  social  security  number. 

Personal  visits  may  be  made  to  the  installation  in  question  during 
any  normal  workday  between  the  hours  of  8:00  am  -  4:30  pm.  For 
personal  visits,  the  individual  should  have  valid  personal  identifica¬ 
tion 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

The  primary  source  is  the  individual,  however,  the  individual’s 
Commanding  Officer  or  the  Commanding  Officer’s  designated  repre¬ 
sentative  provides  information  into  the  sy.stem  as  the  individual  ful¬ 
fills  certain  criteria. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJAOOOOl 

System  name: 

Dusine.ss  Complaint  File 

System  location: 

Tri-Command  Legal  As.sistance  Office,  Marine  Corps  Base,  Camp 
Lejeune,  North  Carolina  28542. 

Categories  of  individuals  covered  by  the  system: 

Businesses  which  have  generated  complaints  by  clients  at  Legal 
Assistance  Office. 

Categories  of  records  in  the  system: 

Affidavits  of  individuals  involved  in  incidents  which  give  rise  to 
such  complaints. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Legal  Assistance  Officers  to  resolve  problem  locally  or 
forwarded  to  the  North  Carolina  Attorney  General’s  Office  and/or 
Armed  Forces  Di.sciplinary  Control  Board  as  appropriate  for  settle¬ 
ment  of  complaint.  ^ 

Policies  and  practices  for  storing,  retrieving,  acccs.s:ng,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 


Retrievability: 

Arranged  by  type  business  and  alphabetically  by  name  of  business 
within  types.  Requires  conventional  indices  for  retrievability. 

Safeguards: 

Maintained  in  locked  building. 

Retention  and  disposal: 

Maintained  locally  so  long  as  file  is  active,  or  two  years  if  inactive. 
Not  transferred.  Destroyed  by  discard  in  military  trash  system. 

System  manageris)  and  address: 

Commanding  General  (Attn:  Tri-Command  Legal),  Marine  Corps 
Base,  Camp  Lejeune,  North  Carolina  28542.  Telephone:  Area  Code 
919/451-3218. 

Notification  procedure: 

Requests  for  information  should  be  addressed  to  the  Systems  Man¬ 
ager.  Requester  may  also  visit  office.  Military  ID  card  or  other 
suitable  identification  will  be  required. 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  the  SYSMAN.ACER 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMAN.AGER 

Record  source  categories: 

Individual  complainants. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJAOOOtiZ 

Sy  stem  name: 

Staff  Judge  Advocate  Working  Papers 

System  location: 

Commanding  General,  Marine  Corps  Development  and  Education 
Command,  Marine  Corps  Ba.se,  Quantico,  Virginia  22134 

Categories  of  individuals  covered  by  the  system: 

Persons  appealing  Article  15  punish.mcnt  and  traffic  court  rulings; 
persons  referred  to  a  court-martial;  persons  awaiting  special  and 
general  court-martial;  persons  confined  at  the  Correctional  Facility  in 
excess  of  30  days;  lawyers  assigned  to  be  on  call  for  a  given  perkxl; 
officers  punished  under  Article  15,  UCMJ;  and  persons  selected  to  sit 
as  members  of  a  court-martial. 

Categories  of  records  in  the  system: 

File  contains  information  relating  to  nonjudicial  punishment  ap¬ 
peals,  the  reason  for  the  appeal  and  the  response  of  the  officer 
appealed;  traffic  court  appeals;  coun.sel  assignments  to  individual  re¬ 
ferred  to  a  court-martial;  weekly  case  li.stings  including  type  of  of¬ 
fense,  counsel  assigned  and  dates  per-  taining  to  each  case;  excess  30 
day  pretrial  confinement  letters  including  the  approval/disapproval 
by  the  CG  for  extending  the  period  of  confinement;  duty  lawyer 
ro.stcr;  officers’  punishments  including  offense,  punishment  and  state¬ 
ment  of  desire  to  appeal  or  not;  weekly  docket  list;  and  court-martial 
members  questionnaire  including  age,  duty  assignment,  summary  of 
past  duties,  marital  status,  children,  and  matters  pertaining  to  past 
schooling  and  assignments. 

Authority  fur  maintenance  of  the  system: 

Title  10,  U.  S.  Code  801,  et.  seq.;  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Staff  Judge  Advocates  Office,  Marine  Corps  Development  and 
Education  Command  -  to  prepare  SJA’s  advice  to  officer  appealed  to 
in  appeals  of  nonjudicial  punishments;  to  monitor  the  fairness  of 
traffic  court  proceedings;  to  determine  which  counsel  is  assigned  to 
each  court-martial  case;  to  inform  members  of  MCDEC  with  a  need 
to  know  the  status  of  individual  court-martial  cases;  to  expedite  cases 
where  individuals  have  been  confined  in  excess  of  30  days;  to  priv 
vide  a  list  of  duty  counsels  for  Base  security  organizations;  to  keep 
track  of  the  status  of  pending  cases;  and  to  determine  which  persons 
selected  to  sit  as  members  of  a  court-martial  counsel  may  wish  to 
challenge. 

Marine  Corps  Commands  -  by  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  official  duties. 

Department  of  Defense  and  its  Components  -  by  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U.  S.  -  by  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
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Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  by  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U.S.  -  by  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U.S.  or  any  committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  Joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  of 
the  system. 

The  Comptroller  General  of  the  U.S.  -  by  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  and  card  files. 

Retrievabi'ity: 

Alphalietically 

Safeguards: 

Kept  behind  locked  doors  with  security  guard  in  building  at  night. 

Retention  and  disposal: 

Most  records  are  retained  for  two  years.  Dut>'  lawyer  rosters  and 
weekly  docket  lists  are  retained  for  one  year.  All  records  are  de¬ 
stroyed  at  the  end  of  the  retention  period. 

System  manager(s)  and  address: 

Commanding  General,  Marine  Corps  Development  and  Education 
Command. 

Notification  procedure: 

information  may  be  obtained  from: 

Commanding  General 

Marine  Corps  Development  and  Education  Command  (Code  B 
052), 

Marine  Corps  Base 

Quantico,  Virginia  221.^4 

Telephone:  Area  Code  703/640-2776 

Record  access  procedures: 

Requests  from  an  individual  may  be  addressed  to:  Commanding 
General,  Marine  Corps  Development  and  Education  Command 
(Code  B  052),  Marine  Corps  Base,  Quantico,  V'irginia  22134. 

Written  request  for  information  should  contain  the  full  name  and 
grade  of  the  individual. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individuals 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJ.400003 

System  name: 

Magistrate  Court  Case  Files 

System  location: 

All  Marine  Corps  activities. 

Categories  of  individuals  covered  by  the  system: 

Civilians  pending  and  tried  by  the  assigned  Federal  magistrate  for 
crimes  committed  on  military  reservation. 

Categories  of  records  in  the  system: 

Investigative  reports,  complaints,  summons  and  warrants. 

Authority  for  maintenance  of  the  system: 

Title  18,  U  S  Code  3041;  Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Military  Prosecutor  for  preparation  of  cases  for  trial  by  military 
prosecutor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrierability: 

Filed  alphabetically  by  name.  Conventional  indices  are  required  for 
retrieval. 


Safeguards: 

Maintained  in  file  cabinet  in  locked  building. 

Retention  and  disposal: 

Retained  and  destroyed  in  accordance  with  SECNAVTNST 
5212.5B. 

System  managcr(s)  and  address: 

_  Commanding  officer  of  activity  concerned.  See  Directory  of  Dc- 
p'artment  of  Navy  Mailing  Addresses. 

Notification  procedure: 

Individual  is  personally  served  with  a  subpoena  and  is  show  n  the 
file.  Requires  name  for  entry. 

Record  access  procedures: 

Contact  SYSMANAGER. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Law  enforcement  reports,  bad  check  transmittal  letters  from  Gov¬ 
ernment  agencies. 

Systems  exempted  from  certain  provisions  of  the  act; 

None 

MJA00004 

System  name: 

In  Hands  of  Civil  Authorities  Case  File 

System  location: 

All  Marine  Corps  activities. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  who  are  in  hands  of  civil  authorities  or  have 
charges  pending  against  them  by  civil  authorities. 

Categories  of  records  in  the  system: 

Civil  court  documents,  advice  to  respondent,  health  statements/ 
certificates  and  supporting  documents  pertaining  to  individual's 
status. 

Authority  for  maintenance  of  the  system: 

Title  10,  U  S  Code  814;  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Working  file  utilized  in  administrative  processing  of  individuals  in 
hands  of  civ'il  authorities.  Used  by  command  personnel  in  the  execu¬ 
tion  of  their  official  duties  in  processing  individual  for  report  of 
misconduct  and  discharge  proceedings  in  accordance  with  Marine 
Corps  Separation  Manual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual  by  calendar  year  in 
which  processing  is  completed. 

Safeguards: 

Records  are  stored  in  metal  file  cabinets  in  Base  Adjutant's  office 
in  Building  1,  where  full-time  security  is  maintained  during  off-duty 
hours.  Accessible  only  to  authorized  personnel  in  the  execution  of 
their  official  duties. 

Retention  and  disposal: 

On  discharged  personnel,  record  incorporated  into  administrative 
discharge  file.  Others  retained  for  two  years  after  completion  of 
calendar  year  in  which  processed,  then  destroyed  in  accordance  with 
the  Navy  and  Marine  Corps  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  activity  concerned.  See  Directory  of  De¬ 
partment  of  Navy  Mailing  Addresses. 

Notification,  procedure: 

Requests  should  be  addressed  to  the  SYSMANAGER.  Requester 
must  be  able  to  provide  satisfactory  identifying  information. 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures: 
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The  agency’s  rules  For  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Service  records,  health  records,  civil  court  documents,  law  en¬ 
forcement  personnel  and  various  DOD  Agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJAOOOOS 

System  name: 

Financial  Assistancc/Indebtedncss  Files 

System  location: 

All  Marine  Corps  activities. 

Categories  of  individuals  covered  by  the  system: 

Marines  identified  as  owing  debts  and/or  having  dependents  re¬ 
quiring  financial  aid. 

Categories  of  records  in  the  system: 

File  contains  name,  rank,  social  security  number,  military  occupa¬ 
tional  specialty,  component,  marital  and  dependency  status  and  sup¬ 
porting  documents  pertaining  to  indebtedness  and/or  financial  assist¬ 
ance  required. 

Authority  for  maintenance  of  the  system: 

Title  10,  U.  S.  Code;  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Working  file  once  inquiry  initiated.  Used  by  command  personnel  in 
the  execution  of  their  official  duties  of  processing  inquiry.  Once 
processing  is  completed,  record  is  filed  in  command  office  qf  record 
official  correspondence  file. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Paper  records  in  file  folders. 

Retrievahility: 

Chronologically  by  date  of  response. 

Safeguards: 

File  accessible  only  to  authorized  personnel  in  the  execution  of 
their  official  duties.  Maintained  in  locked  building  with  full  time  duty 
personnel  present  during  non-working  hours. 

Retention  and  disposal: 

Retained  for  two  years  and  disposed  of  in  accordance  with  Navy 
Marine  Corps  Records  Disposal  Instructions. 

System  managerfs)  and  address: 

Commanding  officer  of  activity  concerned.  See  Directory  of  De¬ 
partment  of  Navy  Mailing  Addresses. 

Notification  procedure; 

Requests  should  be  addressed  to  the  SYSMANAGER.  Requester 
must  be  able  to  provide  satisfactory  identifying  information. 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMAN.AGER. 

Record  source  categories: 

Previous  and  current  commanders,  private  individuals  and  agen¬ 
cies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJAOOOOd 

System  name: 

2nd  Marine  Aircraft  Wing  General  Correspondence  Files  for  Legal 
Administration 

System  location: 

Office  of  the  Wing  Staff  Judge  Advocate,  2nd  Marine  dtircraft 
Wing,  Cherry  Point,  North  Carolina  28533 

Categories  of  individuals  covered  by  the  system: 

File  contains  information  on  individuals  who. have  appealed  nonju¬ 
dicial  punishment,  individuals  who  have  been  recommended  for  ad¬ 
ministrative  discharge  whose  cases  have  been  reviewed  by  Staff 
Judge  Advocate,  individuals  who  have  been  served  with  civil  proc¬ 


ess,  correspondence  from  civilian  and  military  agencies  or  persons 
requesting  assistance  in  the  completion  of  legal  related  problems  on 
individuals.  Individuals  is  defined  to  mean  military  personnel  assigned 
to  2nd  Marine  Aircraft  Wing. 

Categories  of  records  in  the  system; 

Files  contain  the  name,  rank,  social  security  number,  unit,  and  all 
data  applicable  to  a  person’s  appeal  of  nonjudicial  punishment,  the 
Staff  Judge  Advocate’s  review  of  administrative  discharge  recom¬ 
mendations,  copies  of  pr(x.'ess  served  on  military  personnel  by  civil¬ 
ian  authorities,  and  correspondence  relating  to  information  in  the 
files. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301;  Title  10,  U  S  Code  801  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Staff  Judge  Advocate,  2nd  Marine  Aircraft  Wing  and  his  repre¬ 
sentatives  in  the  execution  of  assigned  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievahility: 

Files  are  filed  alphabetically. 

Safeguards: 

Files  are  maintained  in  file  cabinets  within  locked  office  space 
during  nonworking  hours. 

Duty  personnel  perform  security  checks  throughout  the  building 
during  nonworking  hours. 

During  working  hours  assigned  office  personnel  are  within  the 
immediate  area  of  the  files. 

Retention  and  disposal: 

Files  are  maintained  two  years  from  the  date  of  final  actiq^i 
System  manageris)  and  address: 

Staff  Judge  Advocate,  2nd  Marine  Aircraft  Wing.  Marine  Corps 
Air  Station,  Cherry  Point,  North  Carolina  28533 
Notification  procedure: 

Information  may  be  obtained  from- 
Staff  Judge  Advocate 
Staff  Code  17 
Marine  Corps  Air  Station 
Cherry  Point,  North  Carolina  28533 
Telephone:  919/466-2444 
Record  access  procedures: 

Request  from  individuals  should  be  addressed  to:  Staff  Judge  Ad¬ 
vocate  Staff  Code  17,  Marine  Corps  Air  Station.  Cherry  Point, 
North  Carolina  28533 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number,  and  reason  for  requesting  the 
information. 

For  personal  visits  the  individual  must  be  either  in  appropriate 
uniform  or  present  adequate  identification. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  fi>r  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Individuals 
Service  record  book 
Medical  Records 

Investigative  files  of  CID,  NIS,  FBI,  Military  Commands. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJ.A00007 

Sy  stem  name: 

Delivery  Agreement 
System  location: 

All  Marine  Corps  Activities  at  Legal  Office  or  Office  of  the  Staff 
Judge  Advocate 

Categories  of  individuals  covered  by  the  system: 

Marines  arrested  under  criminal  warrant  by  civilian  authorities 
Categories  of  records  in  the  system: 

Written  agreement  releasing  the  Marine  to  civilian  authorities. 
Form  contains  the  nature  of  the  civilian  charges  for  which  the 
Marine  is  being  arrested 
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Authority  for  nuuntenance  of  the  system: 

Title  10,  U.  S.  Code  814;  Title  5.  U.  S.  Code  301 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Notification  to  activity  that  one  of  hs  members  has  been  arrested 
by  civilian  authorities  aiid  also  notifying  the  activity  of  the  nature  of 
the  charges.  This  form  also  notifies  the  peace  officer  involved  of  his 
obligations  to  transport  the  military  individual  from  and  back  to  the 
military  installation. 

Basis  for  preparing  requisite  personnel  records  necessitated  by 
arrest  and  taking  personnel  actions  occasioned  thereby. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  sy  stem: 

Storage: 

File  folders  in  respective  case  record  Staff  Judge  Advocate  Office 
Retrievability: 

Alphabetical 

Safeguards: 

Limited  number  are  distributed  and  all  are  considered  FOR  OFFI¬ 
CIAL  USE  ONLY 
Retention  and  disposal: 

2  years 

System  manageris)  and  address: 

Staff  Judge  Advocate/Legal  Officer,  Local  Marine  Corps  Activity 
Notification  procedure: 

Information  may  be  obtained  from: 

Staff  Judge  Advocate/Legal  Officer 
Local  Marine  Corps  Activity 

If  local  activity  concerned  is  not  known,  contact  the  Director, 
Judge  Advocate  Division,  Headquarters,  U  S  Marine  Corps,  Wash¬ 
ington,  D.  C.  20380 
Record  access  procedures: 

Requests  should  be  addressed  to  the  Legal  Office/Office  of  Staff 
Judge  Advocate,  Local  Marine  Corps  Activity 
Contesting  record  procedures: 

The  SYSMANAGER  should  be  contacted  for  rules  governing 
individual  cases 

Record  source  categories: 

Warrant  for  arrest  presented  by  arresting  civil  authority 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00008 

System  name: 

Letters  of  Indebtedness/Credit  Inquiry 
System  location: 

All  Marine  Corps  activities. 

Categories  of  individuals  covered  by  the  system: 

File  on  all  Marines  who  receive  letters  of  indebtedness 
Categories  of  records  in  the  system: 

All  correspondence  and  findings  pertaining  to  the  letter  in  ques¬ 
tion. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  ur.es: 

Maintain  a  record  of  credit  inquiries  and  alledged  letters  of  indebt¬ 
edness  received  from  various  firms  and  individuals,  to  conduct  an 
investigation  to  determine  validity  prior  to  faking  final  action.  Avail¬ 
able  to  Personnel  Officer,  Legal  Officer,  and  Commanding  Officer, 
Headquarters  Battalion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Individual  file  (olders 
Retrievability: 

By  name  and  date 
Safeguards: 

Maintained  in  Headquarters  files 
Retention  and  disposal: 

One  year 

System  maaagerts)  and  address: 


Commanding  officer  of  activity  concerned.  See  Directory  of  De¬ 
partment  of  Navy  Mailing  Addresses. 

Notification  procedure: 

Information  may  be  obtained  from: 

Commanding  Officer,  Headquarters  Battalion  (Code  200) 

Marine  Corps  Supply  Activity 
Philadelhpia,  Pennsylvania  19146 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Commanding 
Officer,  Headquarters  Battalion  (Code  200),  Marine  Corps  Supply 
Activity,  Philadelphia,  Pennsylvania  19146 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Ccmplaintant,  other  investigating  officials  and  individual  con¬ 
cerned 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00009 

System  name: 

Marine  Corps  Command  Legal  Files 

System  location: 

All  Marine  Corps  commands  whose  commander  has  the  authority 
to  convene  a  special  court-martial  (See  Title  10,  U  S  Code  826  and 
List  of  Activities  in  the  Directory  of  Department  of  the  Navy  Activ¬ 
ities). 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  the  Department  of  Defense  or  guests  who 
have  visited  Marine  Corps  installations  who  have  allegedly  commit¬ 
ted  criminal  offenses  aboard  a  military  installation  or  whose  conduct 
has  been  subject  to  investigation. 

Any  Marine  or  Navy  service  member  who  is  the  subject  of  the 
disciplinary  action  under  the  provisions  of  the  Uniform  Code  of 
Military  Justice  (Title  10,  U  S  Qxle  801,  et.  seq.);  who  has  been  the 
subject  of  administrative  discharge  action  pursuant  to  the 

- provisions  of  Marine  Corps  Order  P 1900. 16 — );  or 

who  has  been  the  subject  of  an  investigation  (JAG  Manual  investiga¬ 
tions)  convened  pursuant  to  the  provisions  of  the  Uniform  Code  of 
Military  Justice  or  the  Manual  of  the  Judge  Advocate  General  (JAG 
Instruction  5800.7 — )  or  any  other  type  of  investigation  or  inquiry. 

Categories  of  records  in  the  system: 

Records  of  disciplinary  proceedings,  including  courts-martial  rec¬ 
ords  and  records  of  non-judicial  punishments  with  supporting  docu¬ 
ments,  military  justice  management  information  pre-post  trial  (e  g., 
courts-martial  docketing  logs,  reports  of  cases  tried,  etc  ),  pre-disci- 
plinary  inquiries  and  investigations  and  documentation  pertaining  to 
post-hearing/trial  review,  clemency  action,  appellate  leave  or  other 
personnel  action  related  to  or  resulting  from  courts-martial,  JAG 
Manual  investigations  pertaining  to  claims,  line  of  duty  misconduct 
determinations,  command  irregularities,  and  unusual  incidents  or  acci¬ 
dents  with  supporting  documentation  and  post-investigation  review 
and  actions.  Inquiries  made  into  incidents  or  situations  which  result 
in  disbarment  of  an  individual  or  firm  from  entry  upon  a  military 
installation,  referral  to  base  traffic  court  or  civilian,  federal,  state  or 
local  judicial  or  law  enforcement  authorities.  Recommendations  for 
administrative  discharge '  with  supporting  documentation,  including 
records  of  any  hearing  held  and  any  review  or  other  action  taken 
with  respect  to  the  discharge  recommendations. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301;  Title  10,  U  S  Code  801,  et.  seq.;  Title  18,  U 
S  Code  382 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Serves  as  a  command  historical  file 

In  the  case  of  courts-martial  records  serves  as  a  public  record. 

Serves  as  the  basis  for  taking  appropriate  action  with  respect  to 
incidents  >vhich  have  been  investigated  or  have  been  the  subject  of 
disciplinary  action. 

Serves  as  a  source  of  information  for  military,  federal  other  law 
enforcement  authorities  for  taking  action. 

Serves  as  a  management  system  for  the  military  justice  activities. 

Members  of  Congress,  officials  of  the  Department  of  Defense, 
civilian  law  enforcement  officials.  General  Accounting  Office,  other 
federal  state  or  local  agencies  in  the  execution  of  their  official  duties 
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in  relation  to  inspections,  investigations,  legal  action  and  administra¬ 
tive  action. 

Serves  as  a  source  from  which  information  is  provided  to  host 
foreign  country  officials  re  criminal  activities  by  American  nationals 
in  foreign  countries. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Files  by  name  of  service  member  involved  or  chronologically  with 
cross-reference  to  individual  involved. 

Safeguards: 

Records  are  kept  in  either  locked  cabinets  or  guarded  or  locked 
buildings. 

Retention  and  disposal: 

Two  years  or  as  provided  in  the  Manual  of  the  Judge  Advocate 
General  (JAG  Instruction  5800.7 — ). 

System  managerts)  and  address: 

Commanding  officer  of  the  unit  concerned.  See  Directory  of  De¬ 
partment  of  the  Navy  Activities  for  addresses.  If  unit  not  known, 
information  may  be  obtained  from  Director,  Judge  Advocate  Divi¬ 
sion,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Write  or  visit  SYSMANAGER.  If  unit  concerned  cannot  be  deter¬ 
mined,  information  may  be  sought  from  Director,  Judge  Advocate 
Division,  Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 
Provide  full  name,  social  security  number  and  military  status.  Proof 
of  identity  may  be  established  by  military  identification  card  or  DD- 
214  and  driver’s  license. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contest  may  be  obtained  from  the  SYS¬ 
MANAGER. 

Record  tource  categories: 

Individual  concerned,  witnesses  to  the  incident  in  question  or  par¬ 
ties  concerned  therewith,  officer  investigating  the  incident,  docu¬ 
ments  or  items  of  real  evidence,  documents  pertaining  to  the  review, 
action  or  authorities  charged  with  making  a  review  or  taking  action. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJAOOOlO 

System  name: 

Unit  Punishment  Book 

System  location: 

All  U  S  Marine  Corps  and  U  S  Marine  Corps  Reserve  units, 
whose  commander  has  nonjudicial  punishment  authority  (See  10,  U  S 
Code  815) 

Categories  of  individuals  covered  by  the  system: 

Any  enlisted  Marine  who  is  charged  with  a  violation  of  the  Uni¬ 
form  Code  of  Military  Justice. 

Categories  of  records  in  the  system: 

File  contains  name,  rank,  social  security  number,  military  occupa¬ 
tional  specialty  and  unit  of  the  individual,  brief  summary  of  the 
alleged  offense  including  date,  time  and  place.  Acknowledgement  of 
rights  under  Article  31,  Uniform  Code  of  Military  Justice,  and  right 
to  demand  trial  by  Courts-Martial  by  the  individual,  record  of  specif¬ 
ic  punishment  awarded  or  remarks  as  to  disposition  of  charge..  If 
punishment  was  awarded  the  individual  will  also  acknowledge,  in 
writing,  his  right  to  appeal. 

Authority  for  maintenance  of  the  system: 

Title  10,  U  S  Code  815;  Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Referral  sheet  for  evaluation  of  conduct.  To  provide  a  command 
historical  record  of  nonjudicial  punishments.  To  complete  statistics 
on  disciplinary  trends.  Officials  and  employees  of  the  Naval  Service, 
Department  of  Defense,  members  of  congress  and  General  Account¬ 
ing  Office  in  the  execution  of  their  official  duties  in  relation  to 
inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 


Storage: 

Paper  records  in  loose  leaf  binder. 

Retrievability: 

Alphabetically  by  last  name  and  by  year. 

Safeguards: 

Access  limited  to  those  wit)t  a  need-to-know.  Records  kept  in  a 
locked  cabinet  or  in  a  room  which  is  locked. 

Retention  and  disposal: 

3  years,  destroyed  by  burning  at  end  of  period. 

System  manageris)  and  address: 

Unit  Commanders  of  U  S  Marine  Corps  or  U  S  Marine  Reserve 
units  authorized  to  administer  nonjudicial  punishment. 

Notification  procedure: 

Write  or  visit  SYSMANAGER  If  unit  imposing  puni.shment 
cannot  be  determined,  information  may  be  sought  from  Director, 
Judge  Advocate  Division,  Headquarters,  U  S  Marine  Corps,  Wa.sh- 
ington,  D  C  20380.  Provide  full  name,  social  security  number,  and 
military  status.  Proof  of  identity  may  be  established  by  military 
identification  card  or  DD  214  and  driver’s  license. 

^  Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER 
Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 
Record  source  categories: 

Verbal  or  written  charge  from  individual  subject  to  Uniform  Code 
of  Military  Justice.  Service  record  book  of  individual.  Nonjudicial 
puni.shment  hearing. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJ.XOOOll 

System  name: 

Delinquent  Mail  Order  Account  System 
System  location: 

Women’s  Clothing  Outlet,  Depot  Service  and  Supply  Department, 
Marine  Corps  Recruit  Depot,  Parris  Island,  South  Carolina  29905 
On  accounts  delinquent  in  excess  of  ninety  days  to  Headquarters, 
U  S  Marine  Corps  (Code  JAM)  Collection  Agent 
Categories  of  individuals  covered  by  the  system: 

Any  Woman  Marine  who  purchases  clothing  until  payment  has 
been  completed  or  payment  is  delinquent  in  excess  of  ninety  days. 
Categories  of  records  in  the  system: 

File  contains  information  extracted  from  the  Women’s  Individual 
Clothing  Request  (NAVMC  10711) 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  ensure  prompt  payment  of  Mail  Order  Clothing 
To  establish  delinquent  account  follow-up 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  maintained  in  computer  for  a  perkxl  of  ninety  days  after 
date  of  shipment.  Record  then  passed  to  Headquarters,  U  S  Marine 
Corps  (Code  JAM). 

Retrievability: 

Bill  number 
Individual’s  name 
Safeguards: 

Record^  maintained  in  computer  and  can  only  be  requested  by 
authorized  personnel. 

Retention  and  disposal: 

Records  are  maintained  until  payment  completed  but  not  to  exceed 
a  ninety  day  period  after  date  of  shipment.  Then  by  Headquarters,  U 
S  Marine  Corps  (Code  JAM)  until  indebtedness  is  satisfied. 

System  manager(s)  and  address: 

Commanding  General,  Marine  Corps  Recruit  Depot,  Parris  Island, 
South  Carolina.  29905 
Notification  procedure: 
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Information  may  be  obtained  from: 

Women  Marine's  Clothing  Outlet 
Depot  Service  and  Supply  Department 
Marine  Corps  Recruit  Depot 
Parris  Island,  South  Carolina  29905 

Record  access  procedures:  > 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number,  current  address. 

For  personal  visits,  the  indi\'idual  should  be  able  to  provide  a 
military  identification  card. 

Contesting  record  procedures: 

Tlie  Department’s  rules  for  access  to  records  and  for  contesting 
contents  and  appealing  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtain^  from  the  SYSMANAGER 

Record  source  categories: 

Individual  submits  mail  order  for  articles  of  uniform  clothing, 
provides  name,  SSN,  mail  address,  item  of  clothing  desired. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJ.400012 

System  name: 

Individual  Accounts  of  Mail  Order  Clothing  (bill  file) 

System  location: 

Clothing  Section  (MAU),  Direct  Support  Stock  Control  Branch, 
Materiel  Division,  Marine  Corps  Logistics  Support  Base,  Atlantic, 
Albany,  Georgia  31704 

Categories  of  individuals  covered  by  the  system: 

File  pertains  to  all  Marine  Corps  personnel,  active,  reserve  and 
retired  who  have  a  requirement  and  are  authorized  clothing,  textiles 
and  other  related  supplies. 

Categories  of  records  in  the  system: 

Record  includes  individual's  name,  rank,  SSN,  military  address,  bill 
number,  dollar  amount  of  the  shipment,  shipping  date  and  zip  code. 

Authority  for  maintenance  of  the  system: 

NAVCOMPT  Manual,  Part  C,  Collection  and  Reporting  of  Debts 
Due  the  United  States. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses: 

Marine  Corps  Logistics  Support  Base,  Atlantic,  Albany,  Georgia. 
To  facilitate  in  a  mechanized  atmosphere  the  collection  of  informa¬ 
tion  necessary  to  provide  the  capability  of  continued  follow  up  on 
funds  owed  and  due  the  U  S  Government  through  daily  billing,  cross 
referencing  and  processing  of  mail  order  clothing  individual  ac¬ 
counts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  is  stored  on  magnetic  tapes  and  computer  paper  printouts. 

Retrievability: 

Data  can  be  retrieved  by  account  number,  name  and  social  security 
number. 

Safeguards: 

Computer  printouts  and  source  documents  are  retained  in  a  single 
office  accessible  only  to  authorized  personnel.  Employees  are  proper¬ 
ly  trained  in  safeguarding  information  of  a  personal  nature. 

Retention  and  disposal: 

Computer  records  are  retained  until  the  bills  are  satisfied.  Comput¬ 
er  printouts  and  source  documents  are  retained  for  a  period  of  five 
years.  Destruction  of  records  is  by  mutilation. 

System  manuger(s)  and  address: 

Commanding  General,  Marine  Corps  Logistics  Support  Base.  At¬ 
lantic  Albany,  Georgia  31704. 

Notification  procedure: 

Information  may  be  obtained  from: 

Clothing  Section  (MAU),  Direct  Support  Stock  Control  Branch, 
Materiel  Division 

Marine  Corps  Logistics  Support  Base,  Atlantic 

Albany,  Georgia  31704 

Telephone:  Area  Code  912/439  5837 

Record  access  procedures: 

Written  requests  from  individuals  should  be  addressed  to  Clothing 
Section  (MAU),  Direct  Stock  Control  Branch,  Materiel  Division, 
Marine  Corps  Logistics  Support  Base,  Atlantic,  Albany,  Georgia 
31704. 


Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records,  contesting  contents  and 
appealing  initial  determination  by  the  individual  concerned  may  be 
obtained  from  the  SYSMANAGER 

Record  source  categories: 

Accounting  records  of  the  Clothing  Section,  Direct  Support  Stock 
Control  Branch,  Marine  Corps  Logistics  Support  Base,  Atlantic, 
Albany,  Georgia,  supplemented  with  information  from  the  employing 
activity  of  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00013 

System  name: 

Dishonored  Personal  Check  Records  and  Withdrawal  of  Check 
Cashing  Privileges  Lists 

System  location: 

Each  Appropriated  and  Non-Appropriated  Fund  Activity  having 
authority  to  accept  personal  checks  from  authorized  patrons.  Located 
at  Headquarters,  U  S  Marine  Corps  and  each  major  Marine  Corps 
installation  listed  in  MCO  P54(X).6G. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel,  active  and  retired;  their  authorized  depend¬ 
ents  and  dependents  of  deceased  military  retirees;  Marine  Corps 
Exchange  employees. 

Categories  of  records  in  the  system: 

File  Bulletins  containing  name,  rank,  social  security  number  and 
expiration  date  of  restriction  of  privileges  and  related  correspond¬ 
ence. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301;  Title  18.  U  S  Code  13;'Title  10,  U  S  Code 
801,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  is  to  protect  the  activity  from  unnecessary  losses  and 
advise  Commanders  when  a  bad  check  offense  has  been  committed 
by  a  patron.  Used  by  Marine  Corps  employees  tasked  with  verifying 
the  information  and  authorized  to  cash  checks  as  part  of  their  official 
duties.  Used  also  to  notify  Commanders  of  their  personnel  who  have 
cashed  bad  checks.  Used  by  Commanders  to  take  action  (administra¬ 
tive  or  criminal)  deemed  necessary  in  the  exercise  of  their  official 
responsibilities.  Information  there  from  may  be  provided  to  federal, 
state  or  local  law  enforcement  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Stored  in  Rolodex  or  other  appropriate  file  in  check  cashing  area. 
Published  Bulletin  is  stored  in  directives  system  of  organizations. 

Retrievability: 

Alphabetical  by  name  and  social  security  number. 

Safeguards: 

Access  limited.  Secured  in  locked  building  during  nonw'orking 
hours. 

Retention  and  disposal: 

Destroyed  when  privileges  are  restored  at  the  expiration  of  speci¬ 
fied  perk^s  made  known  to  the  individual  at  the  time  privileges  are 
revoked. 

System  manageKs)  and  address: 

Commanding  Officer  of  activity  concerned.  See  Directory  of  De¬ 
partment  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Inquire  in  person  at  the  individual  check  cashing  activity  or  to  the 
SYSMANAGER. 

Record  access  procedures: 

Rules  for  access  can  be  provided  by  the  SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Bad  checks  returned  from  the  bank;  notification  from  other  Com¬ 
mands,  Federal  Bureau  of  Investigation,  Naval  Investigative  Service 
or  other  state,  local  or  Federal  investigative  agencies  or  Treasury 
Department. 
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Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00014 

System  name: 

File  of  Conndential  Statements  of  Employment  and  Financial  In¬ 
terests 

System  location: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system: 

Senior  Marine  Corps  officers  whose  fitness  reports  are  written  by 
the  Commandant  of  the  Marine  Corps  and  who  are  required  to  file 
confidential  statements  of  'Employment  and  Financial  Interests’  (DD 
Form  1555)  in  accordance  with  DOD  Directive  5500.7  of  8  August 
1967. 

Categories  of  records  in  the  system: 

The  file  contains  copies  of  the  'Confidential  Statements  of  Employ¬ 
ment  and  Financial  Interests*  (DD  Form  1555),  reviews  thereof,  and 
related  correspondence. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  forms  are  reviewed  in  the  office  of  the  Director,  Judge  Advo¬ 
cate  Division  for  conflict  of  interest  and  then  are  kept  on  file  along 
with  any  correspondence  generated  thereby  for  the  purpoM  of  insur¬ 
ing  that  the  information  relating  to  potential  conflict  of  interest  on 
the  part  of  senior  Marine  Corps  officers  is  available  to  the  Comman¬ 
dant  of  the  Marine  Corps  or  his  designees,  GAO,  and  federal  law 
enforcement  officials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder. 

Retrievability: 

Alphabetical 

Safeguards: 

The  access  to  the  files  is  limited. 

The  files  are  kept  in  a  locked  safe  during  non  business  hours. 

Retention  and  disposal; 

PerSecNav  Disposal  Manual 

System  managerfs)  and  address: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from: 

Director  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2737. 

Record  access  procedures: 

Request  from  individuals  should  be  addressed  to:  Commandant  of 
the  Marine  Corps,  Headquarters,  U  S  Marine  Corps  (Code  JA), 
Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name  and 
grade  of  the  individual  concerned. 

Contesting  record  procedures: 

The  rules  for  contesting  contests  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  SYS- 
MANAGER 

Record  source  categories: 

DD  Form  1555  submitted  by  individual  concerned  and  corre¬ 
spondence  from  and  to  SYSMANAGER 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00015 

System  name: 

Indebtedness  Correspondence  Record 

System  location: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Categories  of  individuals  covered  by  the  system: 


Alphabetical  card  file  of  all  Marine’s  with  respect  to  whom  indebt¬ 
edness  correspondence  has  been  received  at  Headquarters,  U  S 
Marine  Corps. 

Categories  of  records  in  the  system: 

The  file  contains  the  individuals  name,  rank,  service  number,  date 
the  letter  of  indebtedness  was  received,  date  action  is  taken  with 
respect  to  the  name  of  the  company  from  whom  the  letter  is  received 
and  any  relevant  followup  data. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

File  is  used  purpose  of  maintaining  a  record  of  correspondence 
received  regarding  indebtedness  case  of  Marine  Corps  personnel  and 
a  record  of  the  action  taken  by  this  Headquarters  with  respect  there¬ 
to. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Card  File. 

Retrievability: 

Alphabetical 

Safeguards: 

The  access  to  the  cards  is  limited. 

The  card  file  is  kept  in  a  locked  room  during  non  business  hours. 

Retention  and  disposal: 

PerSecNavDisposalManual 

System  manageKs)  and  address: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from: 

Director,  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2737. 

Record  access  procedures: 

Request  from  individuals  should  be  addressed  to:  Commandant  of 
the  Marine  Corps,  Headquarters,  U  S  Marine  Corps  (Code  JA), 
Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name  and 
grade  of  the  individual  concerned. 

Contesting  record  procedures: 

The  agencies  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories: 

Individual  and  commercial  creditors. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00016 

System  name: 

Judge  Advocate  Division  'D'  Files 

System  location: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  Judge  Advocates  currently  on  active  duty,  in  a 
reserve  capacity  and  those  individuals  who  have  been  selected  for 
accession  into  the  Marine  Corps  as  Judge  Advocates  or  who  are  in 
the  training  cycle  to  become  Judge  Advocates. 

Categories  of  records  in  the  system: 

The  file  contains  correspondence  from  the  Judge  Advocates  and 
prospective  Judge  Advocates  regarding  requests  for  personnel  ac¬ 
tions  such  as  transfer,  school  assignment,  etc.  Additionally,  the  file 
contains  information  pertaining  to  judge  advocate  qualifications  such 
as  schooling  results,  commendatory  matter  and  derogatory  matter 
which  bears  on  the  assignment  and  other  personnel  matters  relating 
to  Judge  advocates. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 
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The  personnel  of  the  Judge  Advocate  Division,  officer  and  civilian 
alike  as  well  as  Marine  Corps  personnel  responsible  for  assignment 
and  other  personnel  actions  respecting  Judge  advocates  utilize  the 
material  contained  in  this  file  for  the  purpose  of  making  decisions 
with  respect  to  personnel  actions  pertaining  to  judge  advocates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Alphabetical 

Safeguards: 

Access  is  limited. 

The  records  are  kept  in  file  cabinets  within  a  locked  room. 

Retention  and  disposal: 

PerSecNavRecordsDisposalManual 

System  managerts)  and  address: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from: 

Director,  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2737 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Director,  Judge 
Advocate  Division,  Headquarters,  U  S  Marine  Corps  (Code  JA), 
Washington,  D  C  20380. 

Written  requests  should  contain  the  full  name  and  grade  of  the 
individual. 

Contesting  record  procedures: 

The  agencies  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individuals  concerned  may  be  obtain^  from 
the  SYSMANAGER 

Record  source  categories: 

Individuals. 

Service  records  of  the  individuals  involved. 

Staff  Judge  Advocates  and  Commanders  of  the  individuals  in¬ 
volved. 

Schools  from  which  the  individuals  have  obtained  their  graduate 
or  undergraduate  degrees  or  currently  in  residence. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00017 

System  name: 

Correspondence  Branch,  JA  Division,  HQMC  Correspondence 
Control  Files 

System  location: 

The  Commandant  of  the  Marine  Corps  (Code  JAC),  Headquarters, 
U  S  Marine  Corps,  Washington,  D  C  20380. 

Categories  of  individuals  covered  by  the  system: 

Marines  or  former  Marines  who  have  been  the  subject  of  corre¬ 
spondence  from  a  member  of  Congress,  a  high  level  official  in  the 
Federal  executive  branch,  parents  of  such  an  individual,  individual 
Marines  or  members  of  the  general  public  which  correspondence 
concerns  legal  matters. 

Categories  of  records  in  the  system: 

File  contains  the  incoming  correspondence,  backup  material  used 
to  respond  to  the  correspondence,  notes  of  the  action  officer  and 
reply  correspondence. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officers,  enlisted  men  and  civilian  personnel  of  the  Marine  Corps 
and  other  DOD  agencies  who  are  interested  in  determining  the 
history  of  and  action  taken  with  respect  to  a  problem  addressed  in 
incoming  correspondence  category  above. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 


Retrievability: 

Alphabetical  by  name  of  correspondent  or  name  of  Marine  or 
former  Marine  who  is  the  subject  of  the  correspondence. 

Safeguards: 

Limited  access  on  a  need  to  know  basis.  - 

Maintained  in  a  locked  room. 

Retention  and  disposal: 

PerSecNavRecordsDisposalManual 

System  managerfs)  and  address: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

NotiHcation  procedure: 

Information  may  be  obtained  from: 

Director,  Judge  Advocate -Division 
Headquarters,  U  S  Marine  Corps  (Code  JAC) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2737 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Director,  Judge 
Advocate  Division,  Headquarters,  U  S  Marine  Corps  (Code  JAC), 
Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name  and 
grade  of  the  individual. 

Contesting  record  procedures: 

The  agencies  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Drafter  of  incoming  correspondence. 

Service  records  of  the  Marine  concerning  whom  correspondence  is 
written. 

Information  furnished  from  the  command  of  the  Marine  concerned. 

Information  furnished  from  other  involved  Marine  Commands  or 
individuals. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MJA00018 

System  name: 

Performance  File 

System  location: 

The  Director,  Judge  Advocate  Division,  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380. 

Categories  of  individuals  covered  by  the  system: 

The  file  pertains  to  all  members  of  the  Marine  Corps  on  active 
duty  or  in  a  reserve  status  who  are  under  investigation,  indictment, 
or  in  the  process  of  a  criminal  proceeding  by  military  or  civilian 
authorities. 

Categories  of  records  in  the  system: 

The  file  contains  information  pertaining  to  civilian  and  military 
criminal  matters  including  investigative  reports,  documents  indicating 
court  proceedings  have  begun  and/or  are  in  progress  and  post  trial 
or  investigative  matters.  Material  is  kept  only  until  the  procedure  is 
finalized  whether  by  conviction,  acquittal,  dismissal  of  the  matter  or 
by  it’s  being  dropped. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  personnel  utilize  this  file  in  per¬ 
sonnel  management  decisions.  Such  as  determining  the  propriety  of 
assignments,  transfers  of  individuals  or  determining  whether  an  indi¬ 
vidual  who  has  been  selected  for  promotion  should  be  promoted  or 
whether  that  promotion  should  be  withheld  during  the  pendency  of 
the  criminal  proceeding. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Alphabetical 

Safeguards: 

Access  is  limited.  , 
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The  file  folders  are  stored  in  the  file  cabinets  which  are  stored  in  a 
locked  room  during  non  business  hours. 

Retention  and  disposal: 

PerSecNavRecordsE>isposalManual 

System  nunagerts)  and  address: 

The  Director  Judge  Advocate  Division,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from: 

Director  Judge  Advocate  Division 
Headquarters,  U  S  Marine  Corps  (Code  JA) 

Washington,  D  C  20380 
Telephone:  Area  Code  202-694-2737 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Director  Judge 
Advocate  Division,  Headquarters,  U  S  Marine  Corps  (Code  JA), 
Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name  and 
grade  of  the  individual. 

Contesting  record  procedures: 

The  agencies  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories: 

Investigative  records  of  arrest  from  civilian  law  enforcement 
sources. 

Records  of  indictment  or  conviction  from  civilian  law  enforcement 
or  judicial  agencies. 

Records  of  appeallate  and  other  post  trial  procedures  received 
from  civilian  law  enforcement  and  Judicial  agencies. 

Records  indicating  apprehension  or  investigation  by  military  au¬ 
thorities  received  from  individuals  command  or  other  military  agen¬ 
cies,  law  enforcement  or  command. 

Records  of  court-martial,  pre  court-martial  and  post  court-martial 
activities  relating  to  the  individual  received  from  the  individuals 
command. 

Records  of  administrative  eliminative  processes  conducted  by  mili¬ 
tary  authorities  received  from  the  individual's  command. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMC00002 

System  name: 

Working  Files,  Inspection  Division,  Headquarters,  U  S  Marine 
Corps 

System  location: 

Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system: 

Members  of  the  U  S  Marine  Corps  and  Marine  Corps  Reserve; 
former  members  of  the  Marine  Corps  and  Marine  Corps  Reserve; 
retired  and  temporarily  retired  members  of  the  Marine  Corps  and 
Marine  Corps  Reserve;  and  members  of  the  Fleet  Marine  Corps 
Reserve. 

Military  personnel 

Dependents  of  Marines  and  other  family  members  with  respect  to 
matters  pertaining  to  the  individual  Marine  or  former  Marine. 

Categories  of  records  in  the  system: 

File  contains  information  pertaining  to  identification,  recruitment, 
enlistment,  prior  service,  assignment,  location  addresses,  promotions, 
reductions  in  rank,  performance  of  duty,  discipline,  offenses  and 
punishments  under  the  Uniform  Code  of  Military  Justice,  courts- 
martial,  personal  history,  investigations,  police  and  court  records,' 
civil  arrests  and  convictions,  official  correspondence  (includes  inter¬ 
nal  Marine  Corps  and  Department  of  the  Navy  correspondence,  as 
well  as  correspondence  with  the  Executive  and  Legislative  branches 
of  the  federal  government)  and  other  correspondence  (includes  corre¬ 
spondence  from  Marines,  their  dependents  and  families,  attorneys, 
doctors,  educators,  clergymen  and  members  of  the  general  public 
whether  addressed  directly  to  the  Marine  Corps  or  via  third  parties 
(president,  congressmen,  etc.)) 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Inspection  Division,  Headquarters,  U  S  Marine  Corps.  To  facilitate 
and  expedite  responses  to  inquiries  and  correspondence  from  mem¬ 
bers  of  Congress,  military  personnel,  and  members  of  the  general 


public.  Such  inquiries  and  correspondence  routinely  relate  to  allega¬ 
tions  pertaining  to  request  mast,  maltreatment  at  Recruit  Depots,  and 
harassment. 

Marine  Corps  commands.  By  officials  and  employees  of  the  Marine 
Corps  in  the  execution  of  their  official  duties  as  relates  to  the  prepa¬ 
ration  of  information  upon  which  to  base  replies  to  members  of 
Congress,  Secretary  of  the  Navy,  relatives  and  members  of  the  gen¬ 
eral  public. 

D^artment  of  Defense  and  its  Components.  By  officials  and  em¬ 
ployees  of  the  Department  in  the  performance  of  their  official  duties 
in  connection  with  military  personnel  management. 

Congress  of  the  U  S  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  of 
the  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  files  as  represented  by  card  files  and  file  folders.  Files  are 
stored  in  five  drawer  filing  cabinets. 

Retrievability: 

Files  are  accessed  and  retrieved  by  the  name  and  card  file  number. 

Safeguards: 

Building  where  files  are  stored  and  maintained  employs  24  hour 
security  guards.  Records  are  further  stored  in  areas  of  controlled 
access  and  handled  by  personnel  with  a  need-to-know  in  the  execu¬ 
tion  of  their  official  duties. 

Retention  and  disposal: 

Congressional,  military  and  civilian  inquiry  files  are  retained  three 
years,  then  destroyed. 

System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S.  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure: . 

Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  IGA) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1324 

Record  access  procedures: 

Requests  from  individuals  desiring  information  may  be  addressed 
to:  The  Commandant  of  the  Marine  Corps  (Code  IGA),  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380.  However,  final 
determination  as  to  whether  any  information  will  be  released  or  made 
available  will  be  controlled  by  the  SYSMANAGER. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military 
service  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  Military  rank  and  occupational  specialty, 
dates  and  places  of  service,  and  any  special  correspondence  previous¬ 
ly  received  or  sent. 

For  personal  visits,  an  individual  may  visit  the  Inspection  Division, 
Headquarters,  U  S  Marine  Corps,  Federal  Building  2,  Washington.  D 
C  20380.  However,  final  determination  as  to  whether  any  information 
will  be  released  or  made  available  will  be  controlled  by  the  SYS¬ 
MANAGER. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification,  such  as  driver's 
license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  the  Commandant  of  the 
Marine  Corps  (Code  IG),  Headquarters,  U  S  Marine  Corps  Washing¬ 
ton,  D  C  20380. 

Record  source  categories: 

Information  in  the  system  is  obtained  from  the  Marine  Corps 
Manpower  Management  System;  the  Joint  Uniform  Military  Pay 
System;  Marine  Corps  Military  Personnel  Records  to  include  the 
Service  Record  Book  and  Officer  Qualification  Record;  Military 
Medical  Records;  Staff  elements  and  subdivisions  of  Headquarters,  U 
S  Marine  Corps;  Marine  Corps  field  commands,  organizations  and 
activities;  other  components  of  the  Department  of  Defense;  Agencies 
of  Federal,  State  and  local  government,  private  citizens  provided  as 
character  references  by  the  individual;  investigations  related  to  disci¬ 
plinary  proceedings;  and  correspondence  of  private  citizens  ad¬ 
dressed  directly  to  the  Marine  Corps  or  via  third  parties  such  as 
members  of  Congress  and  other  governmental  agencies. 
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Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMC00003 

System  name: 

Activity  Check  In/Check  Out  File 

System  location: 

May  be  located  at  any  U  S  Marine  Corps  or  U  S  Marine  Corps 
Reserve  activity. 

Categories  of  individuals  covered  by  the  system: 

All  members  of  the  activity. 

Categories  of  records  in  the  system: 

Date  reported  and  verification  of  check-in  -  check-out  procedure. 

Authority  for  maintenance  of  the  system: 

THIe  5.  U  S  Code  30r 

Roiitme  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Command,  administrative  and  supply  personnel  to  ensure  individ¬ 
uals  are  appropriately  entered  with  all  unit  records  and  as  a  safe¬ 
guard  against  unit  members  being  discharged  or  transferred  without 
turning  in  property  belonging  to  this  unit  or  without  being  dropped 
from  appropriate  unit  records. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation  to 
inspections,  investigations,  legal  action.  ' 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

On  paper  in  files  or  on  clipboard. 

Retrievability: 

Alphabetically  by  last  name. 

Safeguards: 

Access  limited  to  activity  personnel  in  the  performance  of  their 
official  duties. 

After  working  hours  the  office  and  building  are  locked.  A  guard  is 
located  in  the  general  vicinity. 

Retention  and  disposal: 

Retained  for  6  months  after  action  has  been  completed. 

System  managerts)  and  address: 

Activity  commander. 

Notification  procedure: 

Write  or  visit  SYSMANAGER  Provide  full  name,  social  security 
number,  and  military  status.  Proof  of  identity  may  be  established  by  . 
military  identification  card  or  DD-214  and  driver's  license. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Service  records. 

Sy  stems  exempted  from  certain  provisions  of  the  act: 

None 

MMC00004 

System  name: 

Adjutant  Services  Section  Discharge  Working  Files 

System  location: 

Adjutant  Services  Section,  Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system: 

Members  and  former  members  of  the  Marine  Corps  and  Marine 
Corps  Reserve.  Some  information  about  dependents  and  other  mem¬ 
bers  of  families  or  former  families  of  Marine  Corps  personnel  may  be 
included  in  files  pertaining  to  the  Marine.  Inquiries  from  the  general 
public,  whether  addressed  directly  to  Base  or  received  via  a  third 
party,  may  be  retained  together  with  information  obtained  in  the 
course  of  completing  required  action  or  in  preparing  a  response. 

Categories  of  records  in  the  system: 

Files  contain  information  pertaining  to  identification;  prior  service; 
location  and  addresses;  prior  and  present  marital  status,  dissolution  of 
prior  marriages,  birth  and  death  status,  adoption  of  children,  financial 


responsibility,  child  support,  medical  information,  personal  financial 
records,  rAidence,  basic  allowance  for  quarters,  leave  and  liberty, 
financial  assistance,  extensions  of  emergency  leave,  medical  bills  and 
determinations  of  dependency  status  as  pertain  to  hardship  dis¬ 
charges;  investigative  reports,  prior  and  present  disciplinary  status, 
financial  responsibility,  conduct  and  personal  history,  medical  infor¬ 
mation,  police  reports,  correction  of  naval  records,  veterans  rights, 
benefits  and  privileges,  preseparation  counseling  and  civil  readjust¬ 
ment  as  they  pertain  to  unsuitability,  unfitness  and  misconduct  dis¬ 
charges;  financial  status,  college  acceptance  and  residence  as  they 
pertain  to  early  separation  to  attend  college  or  trade  school;  religious 
beliefs  and  practices  pertaining  to  applications  for  conscientious  ob¬ 
jector  status;  official  correspondence  (includes  correspondence  with 
Marine  Corps  commands  and  organizations,  other  Armed  Services, 
the  White  House,  members  of  Congress,  Department  of  Defense,  and 
other  agencies  of  federal,  state  and  local  governments);  other  corre¬ 
spondence  (including  correspondence  from  Marines,  their  families, 
attorneys,  doctors,  clergymen,  administrators/executors/guardians  of 
estates,  American  Red  Cross  and  other  welfare  agencies  and  the 
general  public,  whether  addressed  directly  to  the  Marine  Corps  or 
via  third  parties):  internal  routing  and  processing  of  discharge  mat¬ 
ters;  and  records  of  interviews  and  telephone  conversations. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  facilitate  administration  of  programs  concerning  the  discharge 
or  separation  of  Marines;  correction  of  naval  records;  veterans  rights, 
benefits  and  privileges;  support  of  dependents;  personal  affairs,  wel¬ 
fare  and  family  assistance;  preseparation  counseling  and  civil  read¬ 
justment. 

To  facilitate  preparation  and  maintain  a  record  of  discharge  proc¬ 
essing  and  other  communications  from  staff  sections  within  Base 
Headquarters;  Marine  Corps  commands  and  organizations;  other 
Armed  Services;  the  White  House,  Members  of  Congress;  Depart¬ 
ment  of  Defense;  other  agencies  of  federal,  state  and  local  govern¬ 
ments;  Marines,  their  families,  attorneys,  doctors,  clergymen,  admin¬ 
istrators/executors/guardians  of  estates;  American  Red  Cross,  and 
other  welfare  agencies  and  the  general  public. 

To  provide  a  record  of  decisions  and  actions  taken. 

By  officials  and  employees  of  the  Marine  Corps  and  Marine  Corps 
Reserve  in  the  performance  of  their  official  duties  in  the  administra¬ 
tion  of  programs  relating  to  the  discharge  matters  cited  above. 

By  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense,  and  other  government  agencies  in  the  perform¬ 
ance  of  their  official  duties  related  to  discharge  and  separation  proc¬ 
essing. 

By  government  agencies  or  private  organizations  under  Govern¬ 
ment  contract  to  peiform  analytical  and  historical  research  pertaining 
to  discharges  and  separations. 

By  intelligence  and  other  Government  agencies  assisting  in  the 
investigation  of  deserters  and  absentees. 

By  Marines,  former  Marines,  their  next  Of  kin,  or  persons  or 
organizations  designated  by  them  in  writing  for  whatever  purpose 
access  to  the  record  is  desired. 

Information  obtained,  developed,  or  processed  by  the  Base  Dis¬ 
charge  Section  in  performing  functions  related  to  this  record  system 
may  be  entered  into  the  Marine  Corps  Manpower  Management 
System  and  the  Marine  Corps  Military  Personnel  Records  System. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  card  files  stored  in  filing  cabinets, 
shelves,  tables  and  desks. 

Retrievability: 

Files  are  accessed  and  retrieved  by  individual.  Identification  of 
individual  is  by  name  and  social  security  number.  ' 

Safeguards: 

Building  is  located  in  base  area  with  area  guard.  Outside  and  inside 
doors  are  locked  after  working  hours  and  patrolled  by  Duty  NCO. 
Access  to  information  contained  in  the  files  is  limited  to  officials  and 
employees  of  Base  Headquarters  acting  in  their  official  capacity  upon 
demonstration  of  a  need-to-know. 

Retention  and  disposal: 

Files  are  retained  two  years  and  destroyed. 

System  managerts)  and  address: 

Commanding  Officer  of  activity  concerned.  See  Directory  of  De¬ 
partment  of  the  Navy  mailing  addresses. 

Notification  procedure: 
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Correspondence  pertaining  to  files  maintained  should  be  addressed 
to  the  Sysmanager 

Correspondence  should  contain  the  full  name,  social  security 
number  and  signature  of  the  requester.  The  individual  may  visit  the 
above  location  for  review  of  files.  Proof  of  identification  may  consist 
of  the  active,  reserve,  retired  or  dependent  identification  card,  the 
Armed  Forces  Report  of  Transfer  or  Discharge  (DD-214),  discharge 
certificate,  driver's  license,  social  security  card  or  by  providing  such 
other  data  sufficient  to  ensure  the  individual  is  the  subject  of  the 
inquiry. 

Record  access  procedures: 

Information  may  be  obtained  from  the  Sysmanager. 

Contesting  record  procedures: 

The  section's  rules  for  access  to  files  and  for  contesting  and  appeal¬ 
ing  initial  determination  by  the  individual  concerned  may  be  obtained 
from  the  SYSMANAGER. 

Record  source  categories: 

Marine  Corps  Manpower  Management  System 
Joint  Uniform  Military  Pay  System 
Marine  Corps  Military  Personnel  Records  System 
Marine  Corps  Deserter  Inquiry  File 

Staff  agencies  and  subdivisions  of  Headquarters,  U  S  Marine  Corps 

Marine  Corps  commands  and  organizations 

Other  agencies  of  federal,  state  and  local  governments 

Educational  institutions 

Medical  reports  and  psychiatric  evaluations 

Financial  institutions  and  other  commercial  enterprises 

Civil  courts  and  law  enforcement  agencies 

Correspondence  and  telephone  calls  from  private  citizens  initiated 
directly  to  the  Marine  Corps  or  via  the  U.  S.  Congress  and  other 
agencies 

Investigative  Reports 

American  Red  Cross  and  similar  welfare  agencies 
Systems  exempted  from  certain  provisions  of  the  act: 

None. 

MMC00005 

stem  name: 

Insurance  Files 

System  location:  . 

Marine  Corps  Activities 

Categories  of  individuals  covered  by  the  system: 

Insurance  salesman  requesting  authority  to  do  business  at  Marine 
Corps  Activities 

Categories  of  records  in  the  system: 

A  record  of  the  certification  of  authority  to  solicit  insurance, 
mutual  funds,  investment  plans,  and  securities 
Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Insurance  Officer  to  maintain  control  of  insurance  sales  in 
accordance  with  SECNAVINST  1740. — ;  Provide  reference  to 
agents  who  have  requested  authority  to  do  business  at  Marine  Corps 
activities  and  the  disposition  of  such  requests  including  any  informa¬ 
tion  in  support  of  denial  of  such  authorizations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Files  in  alphabetical  order  by  company  name.  Conventional  indices 
are  required  for  retrieval. 

Safeguards: 

Maintained  in  locked  building. 

Retention  and  disposal: 

Maintained  as  long  as  active.  If  inactive,  disposed  of  after  two 
years  by  discard  into  military  trash  system.  Not  transferred. 

System  manager(s)  and  address: 

Local  Commanding  Officers 
Notification  procedure: 

Address  requests  to  SYSMANAGER  or  visit  the  office;  Military 
ID  or  other  suitable  identification  is  required. 

Record  access  procedures: 


An  individual  can  call  for  an  appointment  with  the  activity  insur¬ 
ance  representative  for  personal  assistance  or  forward  a  written  re¬ 
quest  for  the  required  information. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  is  supplied  by  the  insurance  companies  and  salesman 
involved. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMC00007 

System  name: 

Inspection  of  government  property  assigned  to  individual 
System  location: 

Organizational  elements  o  the  U.S.  Marine  Corps  as  listed  in  the 
Directory  of  Department  of  the  Navy  activities  mailing  addresses. 
Categories  of  individuals  covered  by  the  system: 

Inspection  of  Government  Property 
Categories  of  records  in  the  system: 

Name,  badge  number,  and  government  property  assigned  to  indi¬ 
vidual 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  show  loss  or  deterioration  of  clothing  and  equipment 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File 

Retrievability: 

Name 

Safeguards:  • 

Building  locked  at  night  -  locked  cabinet 
Retention  and  disposal: 

Until  separation 

System  manager(s)  and  address: 

Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  activities  mailing  addresses. 

Notification  procedure: 

Information  may  be  obtained  from  the  Sysmanager 
Record  access  procedures: 

Written  requests  from  the  individual  should  be  addressed  to  the 
Sysmanager. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military 
service  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  Military  rank  and  occupational  specialty, 
dates  and  places  of  service,  and  any  special  correspondence  previous¬ 
ly  received  or  sent. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification  such  as  driver's 
license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determination  may  be  obtained  from  the  SYSMANAGER. 
Record  source  categories: 

Inspection  of  property  and  clothing 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMC00008 


System  name: 

Message  Release/Pickup  Authorization  File 
System  location: 

Marine  Corps  activities 

Categories  of  individuals  covered  by  tbe  system: 

All  personnel  authorized  to  release/pickup  message  traffic. 
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Categories  of  records  in  the  system: 

OPNAV  Form  2160-5  (Message  Release/Pickup  Authorization) 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  allow  Comm  Center  personnel  to  determine  who  is  authorized 
to  release/pickup  messages  for  the  commands;  used  to  compare 
specimen  signature  on  card  with  the  signature  on  the  message  to  be 
releas'“d;  used  by  Comm  Center  employees  in  the  execution  of  their 
assigned  duties. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  * 

Storage: 

Cards  are  filed  in  a  card  file  within  the  Communication  Center 

Retrievahility: 

Alphabetically  by  name. 

Safeguards: 

Located  in  a  secure  space  within  the  Comm  Center,  which  is 
manned  on  a  24-hour  basis. 

Retention  and  disposal: 

Retained  until  individual  is  replaced  or  authorization  is  revoked  by 
proper  authority;  then  destroyed  by  burning  or  shredding. 

System  manager(s)  and  address: 

l.ocal  commanding  officers.  See  Directory  of  Department  of  the 
Navy  mailing  addresses. 

Notification  procedure: 

Request  infornvtlion  ftom  the  SYSMANAGER. 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con-  r 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Organizations,  departments,  sections  authorized  to  release/pickup 
messages  for  the  command. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMC00009 

System  name: 

Narrative  Biographical  Data  with  Photos  (NAVMC  Form  10573) 

System  location: 

Primary  System  -  Headquarters,  U  S  Marine  Corps,  Washington, 

D  C  "20380.  All  Marine  Corps  commands  and  districts  maintain 
derivative  files. 

Categories  of  individuals  covered  by  the  system: 

Marine  Corps  active  duty,  reserve,  and  retired  general  officers  and 
active  duty  colonels  who  submit  biographical  data  with  photographs 
in  accordance  with  existing  directives. 

Categories  of  records  in  the  system: 

Files  contain  standard  biographical  information  as  listed  on 
NAVMC  Form  10573  to  include:  personal  identification,  personal 
data,  education  background,  military  history,  medals  and  decorations, 
combat,  and  chronology  of  Marine  Corps  service.  A  current  photo¬ 
graph  accompanies  the  file. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  To  make  routine  news  releases  such  as 
assignments  and  promotions;  to  provide  background  data  in  response 
to  news  media  queries;  to  provide  background  information  on  the 
individual  officer  prior  to  speaking  engagements  or  appearances  at 
public  events  in  which  the  officer  is  scheduled  to  appear;  to  provide 
internal  release  of  information  as  required. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U  S  -  By  the' Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 


committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

News  Media  -  To  provide  biographical  information  in  response  to 
query. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievahility:  ' 

Filed  alphabetically  by  last  name  of  officer. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared,  and  trained. 

Retention  and  disposal: 

Biographical  information  is  maintained  on  all  general  officers  while 
on  active  duty.  When  a  general  officer  retires,  the  biographical  data 
is  retained  for  five  years  after  the  date  of  the  individual  officer's 
retirement  and  retained  by  the  Historical  Division  (Code  HD),  Head¬ 
quarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

Biographical  files  are  maintained  on  colonels  while  on  active  duty. 
Upon  retirement  of  the  officer,  colonel  biographical  files  are  retained 
by  Historical  Division  (Code  HD),  Headquarters,  U  S  Marine  Corps, 
Washingotn,  D  C  20380. 

System  mana^ris)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps.  Washington,  D  C  20380  or  commander  of  unit  holding  file. 

Notification  procedure: 

Requests  from  individuals  should  be  addres.sed  to  the  Commandant 
of  the  Marine  Corps  (Code  PAC),  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C  20380. 

Written  requests  to  determine  whether  or  not  the  system  contains  a 
record  about  an  individual  should  contain  the  full  name  of  the  gener¬ 
al  officer  or  colonel  concerned. 

Visits  are  limited  to  Division  of  Information  (Code  PAC),  Head- 
. quarters,  U  S  Marine  Corps,  Washington,  D  C  20380. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  a  military  identification  card,  and 
give  some  verbal  information  that  could  be  verified  with  his  'case' 
folder. 

Record  access  procedures:  x 

Information  may  be  obtained  from  the  Commandant  of  the  Marine 
Corps  and  the  commander  of  the  unit  holding  the  file. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Biographical  data  provided  by  the  individual  general/colonel  and 
from  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMNOOOOl 

System  name: 

Deserter  Inquiry  File 

System  location: 

Absentee  and  Deserter  Section,  Manpower  Plans  and  Policy  Divi¬ 
sion,  Manpower  Department  (Code  MP),  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system: 

Marine  Corps  Absentees  and  deserters;  Marines  in  hands  of  civil 
authorities  foreign  and  domestic;  Marines  who  fail  to  comply  with 
orders  to  new  duty  stations;  suspected  and  convicted  absentees  and 
deserters  who  have  returned  to  military  control  within  the  last  90 
days. 

Categories  of  records  in  the  system: 

file  contains  automated  records,  each  of  which  is  approximately 
350  characters  in  length.  These  records  reflect  personal  identification 
data,  absentee's  current  status,  parent  command,  notations  of  arrests, 
and  other  pertinent  information  which  is  neces.sary  to  monitor,  con¬ 
trol  and  identify  absentees. 
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Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Manpower  Plans  and  Policy  Division  •  To  record  and  monitor 
deserter/  absentee  cases  entered  into  the  National  Crime  Information 
Center’s  Wanted  Persons  File;  to  monitor  and  ^sign  absentees  upon 
their  return  to  military  control;  to  ensure  that  absentees  are  formally 
charged  in  accordance  with  the  Uniform  Code  of  Military  Justice 
prior  to  expiration  of  the  Statute  of  Limitations;  to  monitor  Marine 
absentees  and  deserters  believed  to  be  located  in  foreign  countries;  to 
monitor  Marines  who  have  failed  to  comply  with  permanent  change 
of  station  (PCS)  orders  or  orders  to  travel  and  report  without  escort; 
to  insure  correspondence  pertaining  to  absentees  and  deserters  re¬ 
ceived  by  the  Marine  Corps  is  processed  in  a  timely  manner;  to 
insure  that  appropriate  action  is  taken  within  the  Manpower  Manage¬ 
ment  System  to  join  or  drop  absentees  to  desertion;  to  provide 
periodic  management  reports  concerning  absentees  and  deserters  as 
directed  by  higher  authority. 

Comptroller  General  of  the  U  S  -  To  respond  to  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of  the 
performance  of  duties  of  the  General  Accounting  Office  relating  to 
Marine  Corps  Manpower  Management  Programs. 

The  Attorney  General  of  the  U  S  -  To  coordinate  with  the  Attor¬ 
ney  General  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  jurisdic¬ 
tion  of  the  Department  of  Justice  as  carred  out  as  the  legal  repre¬ 
sentative  of  the  Executive  Branch. 

The  Department  of  Defense  -  To  coordinate  with  the  other  com¬ 
ponents  of  the  Department  of  Defense  as  may  be  required  to  report, 
identify,  apprehend  and  return  Marine  absentees  and  deserters  to 
Marine  Corps  control. 

Civilian  Law  Enforcement  Agencies  -  To  coordinate  with  appro¬ 
priate  federal,  state,  and  local  law  enforcement  agencies  as  may  be 
required  to  report,  identify,  apprehend  and  return  Marine  absentees 
and  deserters  to  Marine  Corps  control. 

Courts  -  To  respond  to  court  orders  in  connection  with  matters 
before  a  court. 

Congress  of  the  United  States  -  To  respond  to  inquiries  of  the 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committee  or  subcommittee  thereof  or  any  joint  committee  or  joint 
subcommittee  of  the  Congress  on  matters  within  their  jurisdiction  as 
may  be  requested  of  the  Marine  Corps. 

Marine  Corps  Staff  Agencies  or  Commands  -  To  coordinate  the 
identification,  apprehension  and  return  of  Marine  absentees  and  de¬ 
serters  in  accordance  with  Marine  Corps  Manpower  Management 
policies 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  on  magnetic  tape  and  magnetic  disks  retained 
in  a  controlled  access  area  at  Headquarters,  U  S  Marine  Corps. 

Retrievability: 

Records  may  be  accessed  by  social  security  number  or  by  use  of 
logic  sorts  performed  upon  key  fields,  such  as  duty  status,  parent 
command,  race,  sex  or  date  of  absence. 

Safeguards: 

Building  employs  security  guards.  Computer  terminals  and  records 
are  located  in  areas  acessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained.  Use  of  terminals  requires 
knowledge  of  pa.sswords. 

Retention  and  disposal:  , 

Records  are  retained  on  file  for  90  days  after  the  individual  ad¬ 
dressed  in  the  record  is  returned  to  military  control  or  are  separated 
from  the  Marine  Corps.  After  90  days  from  return  to  military  control 
or  separation  the  tapes  or  disks  are  erased. 

System  managerts)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MP) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2927 

Record  access  procedures: 


Requests  from  individuals  should  be  addressed  to:  The  Comman¬ 
dant  of  the  Marine  Corps  (Code  MP),  Headquarters,  U  S  Marine 
Corps,  Federal  Office  Building  2,  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  his  place  and  date  of  birth,  his  social  security  number 
and  his  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  mili¬ 
tary  identification  card,  driver’s  license  or  other  type  of  identification 
bearing  picture  or  signature  or  by  providing  verbal  data  sufficient  to 
insure  that  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures: 

The  rules  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Commandant  of  the  Marine  Corps 
(Code  JA),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
20380 

Record  source. categories: 

Information  in  the  system  is  obtained  from  the  Marine  Corps 
Military  Personnel  Records;  from  the  individual’s  commanding  offi¬ 
cer,  officer-in-charge,  federal,  state  and  local  law  enforcement  agen¬ 
cies,  lawyers,  judges.  Members  of  Congress,  relatives  of  the  individu¬ 
al  and  private  citizens,  the  Veteran’s  Administration  and  the  individ¬ 
uals  themselves. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5,  U  S  Code  552  a 
(j)  or  (k)  as  applicable.  For  additional  information,  contact  the  SYS- 
MANAGER. 

MMN00002 

System  name: 

Listing  of  Retired  Marine  Corps  Personnel 

System  location: 

The  Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system: 

All  retired  members  of  the  Marine  Corps,  including  those  former 
Marines  in  the  receipt  of  disability  benefits  from  the  Veteran’s  Ad¬ 
ministration. 

Categories  of  records  in  the  system: 

The  system  is  a  microfiche  listing  derived  from  automated  sources, 
depicting  the  retiree’s  name.  Social  Security  Number,  grade,  mailing 
address  and  retirement  component  code. 

Authority  for  maintenance  of  the  system: 

Title  10,  U  S  Code  Section  5201 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Marine  Corps  -  For  making  neces¬ 
sary  identification  of  retired  members  in  the  performance  of  their 
official  duties  related  to  retirement  and  veterans  affairs  programs, 
benefits,  entitlements,  transportation,  hospitalization,  education,  de¬ 
pendent  affairs,  etc. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  with 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  House  of  Representatives 
of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Leatherneck  Magazine  and  Marine  Corps  Gazette  -  For  maintain¬ 
ing  their  mailing  lists  of  subscribers  to  these  semi-official,  professional 
publications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Controlled  distribution  microfiche  listing.  Stock  copies  maintained 
in  locked  room. 
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Retrievability: 

Listings  in  alphabetical  order,  with  ofTicer  personnel  listed  separate 
from  enlisted  personnel. 

Safeguards: 

Building  employs  security  guards.  Distribution  is  strictly  con¬ 
trolled. 

Retention  and  disposal: 

Destroyed  upon  being  superceded  by  updated  monthly  listing. 

System  managerts)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Comman¬ 
dant  of  the  Marine  Corps  (Code  MS),  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380.  The  letter  should  contain  the  full 
name.  Social  Security  Number  and  signature  of  the  requester. 

The  individual  may  visit  Headquarters.  U  S  Marine  Corps,  Colum¬ 
bia  Pike  &  Arlington  Ridge  Road,  Arlington,  Virginia,  Room  1206. 
Prcxif  of  identification  may  consist  of  his  active,  reserve  or  retired 
identification  card,  his  Armed  Forces  Report  of  Transfer  or  Dis¬ 
charge  (DD214),  his  discharge  certificate,  his  driver’s  license  or  by 
providing  such  other  data  sufficient  to  insure  that  the  individual  is 
the  subject  of  the  inquiry. 

Record  access  procedures: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps 
Headquarters.  U  S  Marine  Corps 
Columbia  Pike  &  Arlington  Ridge  Road 
Arlington,  Virginia  20380  * 

Telephone  Area  Code  202/694-1043 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Staff  agencies  and  subdivisions  of  Headquarters,  U  S  Marine  Corps 

Veterans  Administration 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00004 

System  name: 

Marine  Corps  Club  Records 

System  location: 

Decentralized  Segments  -  Records  maintained  by  Marine  Corps 
Clubs  at  organizational  elements  of  the  Marine  Corps  as  listed  in  the 
Directory  of  the  Department  of  the  Navy  Mailing  Addresses. 

Categories  of  individuals  covered  by  the  system: 

Officer  personnel  who  elect  officer  club  membership,  staff  non¬ 
commissioned  officer  personnel  who  elect  staff  noncommissioned  of¬ 
ficer  club  membership  and  patrons  of  consolidated  package  stores 
who  purchase  alcoholic  beverages. 

Categories  of  records  in  the  system: 

File  contains  nonstandardized,  locally  produced  record  listing 
name,  grade,  social  security  number,  military  address,  duty  telephone 
number  and  dependent  information. 

'  Alcoholic  purchase  records  contain  name,  grade,  social  security 
number,  and  the  alcoholic  beverage  purchased  by  type,  name  brand, 
and  quantity. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Marine  Corps  clubs  and  mess  management  personnel  routinely  use 
pers(vnal  information  for  billing  of  customers  and  forwarding  of  club 
related  informational  material  to  its  members. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

All  information  of  a  personal  nature  is  recorded  and  stored  in 
cabinet  drawers  or  other  record  keeping  devices. 

Retrievability: 

Is  by  name  and/or  social  security  number. 

Safeguards: 


Include  normal  security  afforded  unclassified  file  materials. 

Retention  and  disposal: 

Data  on  club  membership  is  retained  as  long  as  the  member  is 
active  and  disposed  of  when  membership  is  terminated.  Data  on 
alcoholic  purchases  is  retained  for  a  period  as  specified  by  the  local 
command,  but  in  no  case  for  a  period  in  excAvs  of  two  years  from 
date  of  purchase. 

System  manager(s)  and  address: 

Decentralized  -  The  local  commanding  officer  is  resrKvnsible  for 
the  operation  of  clubs  aboard  his  base/activity. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  command¬ 
ing  ofTicer  of  the  actjvity  having  custody  of  the  records. 

Record  access  procedures: 

Rules  of  access  may  be  obtained  from  the  SYSMANAGER 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Data  collected  from  each  applicable  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00005 

System  name: 

Marine  Corps  Education  Program  Applicant/Participant  Informa¬ 
tion  File 

System  location: 

Primary  system  -  Headquarters,  U  S  Marine  Corps  (Code  OTTI), 
Washington,  D  C  20380. 

Secondary  system  -  Local  activity  or  command  to  which  individu¬ 
al  is  assigned  (See  list  of  activities  in  Navy  Standard  Distribution  List 
OPNAV  PO9B3-107). 

Categories  of  individuals  covered  by  the  system: 

Marine  Corps  personnel  who  have  submitted  written  applications 
for  participation  in  full-time,  tuition  as.sistance,  off-duty,  PREP,  or 
other  voluntary  education  programs. 

Categories  of  records  in  the  system: 

File  contains  copies  of  individual’s  applicatiops  for  participation  in 
an  education  program;  copies  of  correspondence  between  the  Marine 
Corps,  the  individual  and  academic  institutions  involved;  copies  of 
academic  transcripts;  miscellaneous  academic  records  and  corre¬ 
spondence;  test  results;  previous  enrollments  and  disenrollments;  and 
educational  qualification  data  addressing  the  individual  concerned. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  (J  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  •  By  officials  and  employees  of  the 
Marine  Corps  in  matters  relating  to  their  assigned  duties  in  connec¬ 
tion  with  educational  and  vocational  counseling,  recommendation, 
evaluation,  selection  and  assignment.  Also  in  the  management  and 
control  of  various  educational  and  vocational  programs  attended  by 
Marine  Corps  personnel. 

Department  of  Defense  and  it’s  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Courts  •  By  officials  of  duly  established  kx'al.  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Educational  Institutions  -  By  officials  and  employees  of  those  edu¬ 
cational  institutions  to  which  the  individual  applies  or  which  the 
Marine  Corps  contracts  with,  to  provide  full-time,  off-duty  or  other 
educational  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 
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Storage: 

Paper  Hies  as  represented  by  card  files,  listings,  log  books,  comput* 
er  printouts,  rosters  and  Hie  folders  stored  in  filing  cabinets. 
Retrievability: 

Filed  alphabetically  by  last  name;  by  educational  institution,  educa¬ 
tional  program  or  unit  of  assignment.  Cross  referenced  by  SSN 
Safeguards: 

Records  are  maintained  in  limited  access  working  areas  and  are 
made  available  to  persons  other  than  the  individual  addressed  only 
on  a  strict  ’need-to-know’  basis.  After  duty  hours  storage  areas  are 
locked. 

Retention  and  disposal: . 

Records  are  maintained  a  maximum  of  three  years  and  then  de¬ 
stroyed.  In  instances  where  individual  completes  a  program  in  less 
than  three  years,  with  no  incurred  service  obligation,  records  are 
destroyed  on  program  completion  or  transfer  of  individual  from 
command  maintaining  record. 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 
Notification  procedure: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps  (Code  OTTI) 

Washington,  D  C  20380 
Telephone:  Area  Code  202/694-2109 
Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  commander 
of  the  activity  to  which  they  are  assigned  for  duty.  Activity  address¬ 
es  are  contained  in  the  Navy  Standard  Distribution  List  (OPNAV 
PO9B3-107). 

Requests  from  individuals  who  have  made  written  application  for 
the  Special  Education  Program  (SEP),  Advanced  Degree  Program 
(ADP),  Funded  Legal  Education  Program  (FLEP),  College  Degree 
Program  (CDP),  Marine  Enlisted  Commissioning  Education  Program 
(MECEP),  Navy  Enlisted  Scientific  Education  Program  (NESEP), 
Staff  NCO  Degree  Completion  Program  (SNCODCP),  or  Marine 
Associate  Degree  Completion  Program  (MADCOP)  should  be  ad¬ 
dressed  to  the  Commandant  of  the  Marine  Corps,  Headquarters,  U  S 
Marine  Corps  (Code  OTTI),  Washington,  D  C  20380. 

Written  requests  for  information  should  contain  name  of  the  indi¬ 
vidual,  current  address  and  telephone  number,  and  the  academic 
program  originally  requested  or  in  which  participated. 

For  personal  visits,  the  individual  should  provide  personal  identifi¬ 
cation. 

Contesting  record  procedures: 

Rules  for  access  to  records  and  for  contesting  contents  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER 
Record  source  categories: 

Application  and  related  documents  including  correspondence  from 
the  individual  requesting  an  education  program;  correspondence 
originating  in  the  ^ucational  Services  Branch  or  other  Headquarters 
Marine  Corps  Staff  Agencies;  academic  transcripts  from  educational 
institutions;  and  educational  selection  board  results. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MM.N00006 

System  name: 

Marine  Corps  Military  Personnel  Records  (OQR/SRB) 

System  location: 

PRIMARY  SYSTEM  -  The  Commandant  of  the  Marine  Corps, 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Decentralized  Segments  -  Custody  of  the  commanding  officer  of 
the  organization  to  which  the  Marine  officer  or  enlisted  individual  is 
assigned  for  duty  or  administration  of  official  records  (OQR/SRB). 

Decentralized  Segments  -  National  Personnel  Records  Center,  9700 
Page  Blvd.,  St.  Louis,  Missouri  63132 
Categories  of  individuals  covered  by  the  system: 

Headquarters,  U  S  Marine  Corps  official  military  personnel  records 
on  Marine  officers  consist  of  a  copy  of  the  appointment  acceptance 
and  record  and  all  supporting  documents  furnished  by  the  officer  and 
generated  by  Marine  Corps  procurement  procedures  necessary  to 
evaluate  the  individual  for  a  commission  in  the  Marine  Corps  or 
Marine  Corps  Reserve.  The  system  comprises  non-automated  records 
reflecting  information  pertaining  to  a  Marine  officer's  idemification, 
personal  history,  marital  and  dependency  status,  education,  aptitude 


testing,  training,  previous  employment,  records  of  civil  offenses  and 
arrests,  appraisals  of  performance  and  potential,  awards,  duty  assign¬ 
ments,  military  orders,  security  clearances,  promotion  warrants,  offi¬ 
cial  photographs,  official  correspondence,  physical  examinations,  py- 
chiatric  evaluations,  record  of  courts-martial,  martial  and  other  disci¬ 
plinary  matters,  and  other  data  needed  in  managing  the  officer  per¬ 
sonnel  of  the  Marine  Corps  and  Marine  Corps  Reserve. 

Headquarters,  U  S  Marine  Corps  official  military  personnel  records 
on  enlisted  Marines  consist  of  a  duplicate  enlistment  contract  or 
induction  record  and  all  supporting  documents  furnished  by  the  en¬ 
listed  Marine  or  generated  by  the  Marine  Corps  recruiting  proce¬ 
dures  necessary  to  evaluate  and  approve  the  Marine  for  enlistment  in 
the  Marine  Corps  or  Marine  Corps  Reserve.  The  system  comprises 
non-automated  records  reflecting  information  pe^ining  to  an  enlist¬ 
ed  Marine’s  identification,  personal  history,  marital  and  dependency 
status,  education,  aptitude  testing,  training,  previous  employment, 
records  of  civil  offenses  and  arrests,  appraisals  of  performance  and 
potential,  awards,  duty  assignments,  military  orders,  security  clear¬ 
ances,  promotion  warrants,  official  photographs,  official  correspond¬ 
ence,  physical  examinations,  psychiatric  evaluations,  record  of  courts- 
martial  and  other  disciplinary  matters,  and  other  data  needed  in 
managing  the  enlisted  personnel  of  the  Marine  Corps  and  Marine 
Corps  Reserve. 

Officer  (^lification  Record  (OQR)  is  a  field  record  of  a  Marine 
Officer  which  accompanies  the  officer  throughout  the  various  assign¬ 
ments  of  service  with  the  Marine  Corps  or  Marine  Corps  Reserve. 
Maintenance  and  custody  of  the  OQR  rests  with  the  commanding 
officer  of  the  organization  to  which  the  Marine  officer  is  assigned  for 
duty  or  administration  of  records.  This  record  consists  of  the  original 
appointment  acceptance  and  record  and  non-automated  records  re¬ 
flecting  information  pertaining  to  the  officer's  identification,  marital 
and  dependency  status,  education,  aptitude  testing,  training,  awards, 
chronological  duty  assignments,  military  orders  and  memoranda,  se¬ 
curity  clearance,  promotions,  official  photographs,  official  corre¬ 
spondence,  prior  separation  documents  (DD  Form  214),  leave  and 
earnings  statements,  periodic  print-outs  of  automated  record  contents, 
records  of  courts-martial  and  other  disciplinary  matters  and  any  local 
orders  or  memoranda  necessary  for  utilization  of  the  Marine  officer’s 
background  and  experience  in  accomplishing  the  mission  of  the  com¬ 
mand. 

Enlisted  Service  Record  Book  (SRB)  is  a  field  record  of  an  enlist¬ 
ed  Marine  which  accompanies  the  enlisted  Marine  throughout  the 
various  assignments  of  service  with  the  Marine  Corps  or  Marine 
Corps  Reserve,  maintenance  and  custody  of  the  SRB  rests  with  the 
commanding  officer  of  the  organization  to  which  the  enlisted  Marine 
is  assigned  for  duty  or  administration  of  records.  This  record  consists 
of  the  original  enlistment  contract  or  record  of  induction  and  non- 
automated  records  furnished  by  the  enlisted  Marine  or  the  recruiting 
procedures  in  effecting  the  enlistment  or  induction  of  the  Marine. 
This  record  reflects  information  pertaining  to  the  Marine’s  identifica¬ 
tion,  marital  and  dependency  status,  education,  aptitude  testing,  train¬ 
ing,  awards,  chronological  duty  assignments,  duty  and  conduct  eval¬ 
uations,  security  clearance,  promotions,  official  photographs,  official 
correspondence,  prior  separation  documents  (DD  Form  214),  Leave 
and  ^mings  statements,  periodic  print-outs  of  automated  record 
content,  courts-martial  and  other  disciplinary  matters,  any  other  local 
military  orders  or  memoranda  necessary  for  the  utilization  of  the 
Marine's  background  and  experience  in  accomplishing  the  mission  of 
the  command. 

Categories  of  records  in  the  system: 

Headquarters,  U  S  Marine  Corps,  Official  Military  Personnel  Rec¬ 
ords  on  Marine  officers  and  enlisted  are  retained  and  maintained  at 
Headquarters,  U  S  Marine  Corps,  Washington,  D  C  20380  from 
acceptance/enlistment/induction  to  complete  severance  from  the 
Marine  Corps  and  the  Marine  Corps  Reserve  by  retirement  or  dis¬ 
charge. 

OQR/SRB’s  are  retained  and  maintained  by  the  commanding  offi¬ 
cer  of  the  Marine  Corps  or  Marine  Corps  Reserve  field  command  to 
which  the  Marine  is  assigned. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Marine  Corps  and  Marine  Corps 
Reserve  in  the  performance  of  their  official  duties  relating  to  man¬ 
agement  of  personnel  resources;  screening  and  Selection  for  promo¬ 
tion,  training  and  educational  programs;  administration  of  appeals, 
grievances,  discipline,  litigations  and  investigations  adjudication  of 
claims,  benefits  and  entitlements;  administration  and  management  of 
retirement  and  veterans  affairs  programs;  and,  the  providing  of  re¬ 
quested  information  from  the  records  to  the  Veterans  Administration, 
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Social  Security  Administratioii,  Selective  Service  System,  National 
Guard,  Public  Health  Service  (HEW),  U.  S.  Coast  Guard,  Immigra¬ 
tion  and  Naturalization  Service,  Treasury  Depanment,  I^partment 
of  Labor,  Department  of  State,  General  Accounting  Office  and  State 
Bonus  Bureaus  in  connection  with  such  functions  as  processing  and 
adjudication  of  claims,  updating  of  records,  administration  of  work 
programs,  processing  naturalization  proceedings  and  veriHcation  of 
eligibility  and  entitlement  to  various  tenefits  and  programs. 

Officials  and  employees  of  other  components  of  DoD  in  the  per¬ 
formance  of  their  official  duties  relating  to  screening  and  selection  of 
members  for  interservice  transfer;  procedures  for  appeals  for  correc¬ 
tion  of  service  records;  reviews  of  discharges  from  the  service;  physi¬ 
cal  evaluations;  research  analyses;  litigations  and  investigations;  clem¬ 
ency  and  awards  reviews  and  evaluations. 

By  representatives  of  the  Office  of  Personnel  Management  in  with 
evaluation  of  prospective  federal  employees. 

By  court  order  in  connection  with  matters  before  a  federal,  state 
or  municipal  court. 

By  the  Comptroller  General  or  his  representatives  in  the  course  of 
the  performance  of  duties  relating  to  decisions  or  procedures  by  the 
General  Accounting  Office  on  manpower  management  programs. 

By  agents  of  the  Federal  Bureau  of  Investigation,  Secret  ^rvice 
and  office  of  Naval  Intelligence  in  connection  with  matters  under  the 
jurisdiction  of  these  investigative  bodies  upon  presentation  of  creden¬ 
tials. 

By  private  organization  under  government  contract  to  perform 
random  analytical  research  into  specific  aspects  of  military  personnel 
management  and  administrative  procedures. 

By  investigative,  security  and  law  enforcement  agents  of  federal 
agencies  who  have  submitted  written  requests  for  access  to  Marine 
Corps  military  personnel  records  with  justification  thereof  as  pertain¬ 
ing  to  the  conduct  of  government  business  under  their  respective 
jurisdictions  and  providing  the  names  of  specified  agents  having  a 
need  for  such  access. 

By  state  and  county  law  enforcement  bodies  processing  applica¬ 
tions  for  employment,  when  applicants  have  given  written  authoriza¬ 
tion  for  access  to  respective  military  personnel  records. 

By  officials  and  employees  of  the  National  Personnel  Records 
Center,  9700  Page  Boulevard,  St.  Louis,  Missouri  63132  acting  as 
agent  for  Headquarters,  U  S  Marine  Corps  in  storage  and  processing 
of  Marine  Corps  maintained  by  that  center. 

By  a  Marine  or  former  Marine  or  such  individual(s)  designated  by 
him/her  in  writing  for  whatever  purpose  access  to  or  release  of  their 
respective  records  is  desired. 

By  the  White  House,  Secretary  of  Defense,  Secretary  of  the  Navy, 
and  members  of  Congress  in  response  to  inquiries  regarding  individu¬ 
al  Marines. 

To  provide  information  to  another  agency  or  to  an  instrumentality 
of  any  governmental  jurisdiction  within  or  under  the  control  of  the 
United  States  which  has  been  authorized  by  law  to  conduct  law 
enforcement  activities  pursuant  to  a  request  that  the  agency  or  instru¬ 
mentality  initiate  criminal  or  civil  action  against  an  individual  on 
behalf  of  the  U  S  Marine  Corps,  the  Department  of  the  Navy,  or  the 
Department  of  Defense.  ^ 

To  provide  information  to  individuals  pursuant  to  a  request  for 
assistance  in  a  criminal  or  civil  action  against  a  member  of  the  U  S 
Marine  Corps,  by  the  U  S  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Department  of  Defense. 

By  officials  and  employees  of  the  American  Red  Cross  and  Navy 
Relief  Society  in  the  performance  of  their  duties.  Access  will  be 
limited  to  those  portions  of  the  member’s  record  required  to  effec¬ 
tively  assist  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  on  paper  in  file  folders  and  on  microfiche. 

Retrievability: 

The  records  maintained  at  Headquaiters,  U  S  Marine  Corps  (all 
active  and  reserve  officer  records,  all  temporary  disability  retired 
records,  all  active  and  organized  reserve  and  Fleet  Marine  Corps 
reserve  enlisted  records  of  personnel  joined/transferred  to  these  com¬ 
ponents  subsequent  to  30  June  1974,  all  former  Commandants,  all 
living  retired  officers  (who  served  in  a  General  Officer  grade,  rec¬ 
ords  of  all  personnel  separated/retired  four  months  or  less)  are  re¬ 
trieved  by  Social  Security  Number  (SSN)  and  name.  Except  for 
OQR’s  and  SRB's  of  participating  members,  all  other  'categories  of 
Marine  Corps  military  personnel  records  are  maintained  at  the  Na¬ 
tional  Personnel  Records  center,  St.  Louis,  Missouri.  Those  retired  to 
St.  Louis  prior  to  I  January  1964  and/or  those  with  military  service 
numbers  (MSN)  below  1800000  are  retrieved  by  MSN  and  name.  All 
other  Marine  Corps  records  retired  to  St.  Louis  are  accessed  by 


MSN  and/or  SSN,  name  and  are  assigned  a  Registry  Number.  These 
records  are  retrieved  by  Registry  Number. 

Safeguards: 

Buildings  employs  security  guards,  records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

Records  are  permanent.  Records  maintained  at  Headquarters,  U  S 
Marine  Corps  are  transferred  to  the  National  Personnel  Records 
Center,  9700  Page  Boulevard,  St.  Louis,  Missouri  63132  four  months 
after  separation,  placement  on  the  Permanent  Disability  Retired  List, 
retirement,  retirement  from  Fleet  Marine  Corps  Reserve,  death  of  an 
officer  who  served  in  a  General  Officer  grade  and  former  Marines  no 
longer  considered  of  newsworth  status. 

System  manageKs)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 
Notification  procedure: 

Correspondence  pertaining  to  records  maintained  by  Headquarters, 
U  S  Marine  Corps  should  be  addressed  to: 

Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-1043 
Correspondence  pertaining  to  records  maintained  by  National  Per¬ 
sonnel  Records  Center  should  be  addressed  to: 

Director,  National  Personnel  Records  Center 
9700  Page  Boulevard 
St.  Louis,  Missouri  63132 
Telephone:  Area  Code  3 14,^268-7 155 
Correspondence  pertaining  to  OQR  and  SRB  records  maintained 
by  the  respective  commanding  ofticcrc  should  be  addressed  to  the 
command  concerned  as  is  shown  in  the  Standard  Navy  Distribution 
List  -  Part  1  (OPNAV  P09B3-107) 

Correspondence  should  contain  the  full  name.  Social  Security 
Number  and  signature  of  the  requester.  The  individual  may  visit  any 
of  the  above  activities  for  review  of  records.  Proof  of  identification 
may  consist  of  his  active,  reserve  or  retired  identification  card,  his 
Armed  Forces  Report  of  Transfer  or  Discharge  (DD  Form  214),  his 
discharge  certificate,  his  driver’s  license  or  by  providing  such  other 
data  sufficient  to  insure  that  the  individual  is  the  subject  of  the 
inquiry. 

Record  access  procedures: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U  S  Marine  Co^s 
Columbia  Pike  &  Arlington  Ridge  Road 
Arlington,  Virginia  20380 
Telepnone:  Area  Code  202/694-1043 
Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Staff  agencies  and  subdivisions  of  Headquarters,  U  S  Marine  Corps 
Marine  Corps  commands  and  organizations 
other  agencies  of  federal,  state,  and  local  governments 
Medical  reports 

Correspondence  from  financial  and  other  commercial  enterprises 
Correspondence  and  records  of  educational  institutions 
Correspondence  of  private  citizens  addressed  directly  to  the 
Marine  Corps  or  via  the  U  S  Congress  and  other  agencies 
Investigations  to  determine  suitability  for  enlistment,  security  clear¬ 
ances,  and  special  assignments 

Investigations  relat^  to  disciplinary  proceedings 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN(K)007 

System  name: 

Marine  Corps  Motion  Picture/Instructional  Television  (ITV)  Ar¬ 
chives 

System  location: 

Motion  Picture  and  TV  Archives,  Marine  Corps  Development  and 
Education  Command,  Quantico,  Virginia 
Categories  of  individuals  covered  by  the  system: 

Personnel  who  have  been  photographed  while  participating  in 
Marine  Corps  related  events. 
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Categories  of  records  in  tiie  system: 

The  archives  contains  motion  picture  photography  and  videotape 
footage  docnmenting  Marine  Corps  related  events. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Material  contained  in  the  archives  is  used  for  Marine  Corps  re¬ 
ports,  education  programs,  public  information,  training  progi^s, 
recruiting  purposes,  and  for  general  release  to  the  public.  Material  is 
available  to  other  DOD  and  Federal  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Films  and  videotapes  are  stored  on  film  racks  in  film  vaults. 

Retrievability: 

Personnel  identified  in  the  films  and  videotapes  are  listed  alphabeti¬ 
cally  in  an  index  system. 

Safeguards:. 

Film  vaults  are  locked  when  not  in  use.  Only  authorized  personnel 
have  access.  During  non-working  hours,  rooms  and  buildings  con¬ 
taining  the  films  and  videotapes  are  locked. 

Retention  and  disposal: 

Films  and  videotapes  are  maintained  indefinitely. 

System  managerts)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U.  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/433-3027 

Record  access  procedures: 

Requests  should  be  addressed  to:  Commandant  of  the  Marine 
Corps  (Code  HD),  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Written  requests  should  contain  full  name  of  the  individual,  current 
address  and  telephone  number. 

For  personal  visits,  the  individual  concerned  should  contact  the 
Director  of  History  and  Museums  Division,  (Code  HD),  Headquar¬ 
ters,  U  S  Marine  Corps,  Washington,  D  C  20380,  Telephone:  Area 
Code:  202-433-2616 

Contesting  record  procedures: 

Rules  for  access  to  records  and  for  contesting  contents  by  the 
individual  concerned  may  be  obtained  from  the  SY'SMANAGER 

Record  source  categories: 

Material  within  the  archives  is  from  Marine  Corps  Field  Motion 
Picture  and  ITV  Facilities. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00008 

System  name: 

Marine  Corps  Still  Photographic  Archives 

System  location: 

Director  of  History  and  Museums  Division  (Code  HD),  Headquar¬ 
ters,  U.  S.  Marine  Corps,  Building  159E,  Washington  Navy  Y'ard, 
Washington,  D  C  20380 

Decentralized  system  -  organizational  elements  of  the  U.  S.  Marine 
Corps  maintaining  still  photographic  files. 

Categories  of  individuals  covered  by  the  system: 

Personnel  who  have  been  photographed  while  participating  in 
Marine  Corps  related  events. 

Categories  of  records  in  the  system: 

The  Archives  contains  documentary  photography  of  Marine  Corps 
related  events. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Material  contained  in  the  archives  is  used  for  Marine  Corps  re¬ 
ports,  education  programs,  manuals,  public  information,  training  pro¬ 


grams,  recruiting  purposes,  and  for  general  release  to  the  public. 
Material  is  available  to  other  DOD  and  Federal  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Photographic  records  are  maintained  in  large  Dibold  file  machines. 

Retrievability: 

Personnel  identified  in  the  photographic  records  are  listed  alpha¬ 
betically  in  an  index  system. 

Safeguards: 

Photographic  records  are  maintained  in  large  Dibold  file  machines 
which  are  locked  when  not  in  use.  Only  authorized  personnel  have 
access.  During  non-working  hours,  rooms  containing  the  records  are 
locked. 

Retention  and  disposal: 

A  2S-year  archives  is  maintained.  Older  records  are  trans-  ferred  to 
the  National  Archives,  Washington,  D  C 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  5  Marine 
Corps,  Washington,  D  C  20380 

Decentralized  systems  managed  by  local  commands. 

Notification  procedure; 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps  (Code  HD) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/433r3027 

Record  access  procedures: 

Requests  should  be  addressed  to:  Commandant  of  the  Marine 
Corps  (Code  HD),  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380 

Written  requests  should  contain  full  name  of  the  individual,  current 
address  and  telephone  number. 

For  personal  visits  the  individual  should  proceed  to:  Washington 
Navy  Yard,  Building  159E,  Washington,  D  C 

Contesting  record  procedures: 

Rules  for  access  to  records  and  for  contesting  contents  by  the 
individual  concerned  may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

All  material  within  the  archives  is  from  either  Marine  Corps  Field 
Photographic  Facilities  or  from  Private  donations. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00009 

System  name: 

Military  Police  Information  System  (MILPINS) 

System  location: 

Decentralized  segments  -  commands  within  area  of  jurisdiction. 

Categories  of  individuals  covered  by  the  system: 

Files  contain  information  concerning  both  military  personnel  and 
civilians  who  have  come  in  contact  with  the  Military  Police  as 
Victims,  Suspects,  or  Witnesses  to  incidents,  complaints  reported  to 
the  Provost  Marshal. 

Categories  of  records  in  the  system: 

Incident/Complaints  reported  to  the  Installation  Provost  Marshal 
and  all  subjects  listed  on  Field  Interviews/Reports  by  the  Military 
Police.  Index  cards  containing  name,  social  security  number,  address, 
offense  charges,  location  of  offense/incident,  date,  time,  blotter  entry 
number,  military  policy  report  number  and  disposition  of  case. 

Authority  for  maintenance  of  the  system: 

Chapters  5,  6  and  7  of  the  Manual  for  Courts-Martial  and  Title  10, 
U  SCode 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  connection  with  their  assigned  duties. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
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Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

To  provide  information  to  another  agency  or  to  an  instrumentality 
of  any  governmental  jurisdiction  within  or  under  the  control  of  the 
United  States  which  has  been  authorized  by  law  to  conduct  law 
enforcement  activities  pursuant  to  a  request  that  the  agency  or  instru¬ 
mentality  initiate  criminal  or  civil  action  against  an  individual  on 
behalf  of  the  U  S  Marine  Corps,  the  Department  of  the  Navy,  or  the 
Department  of  Defense. 

To  provide  information  to  individuals  pursuant  to  a  request  for 
a.'.sistance  in  a  criminal  or  civil  action  against  a  member  of  the  U  S 
Marine  Corps,  by  the  U  S  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  magnetic  tapes  and  index  cards  in  metal  files. 

Retrievability: 

Filed  by  full  name  or  social  security  number  (SSN) 

Safeguards: 

Records  are  maintained  in  area  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared  and  trained.  Files  can  only 
be  retrieved  by  the  Director  or  Assistant  Director,  Automated  Serv¬ 
ices  Center  by  utilizing  an  assigned  code  number. 

Retention  and  disposal: 

T wo  years  and  then  purged 

System  managerts)  and  address: 

Installation  Provost  Marshal  of  activity  concerned. 

Notification  procedure: 

Information  may  be  obtained  from: 

Installation  Provost  Marshal  of  activity  concerned. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Provost  Marshal 
of  activity  concerned. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number,  date  and  place  of  birth. 

For  visits,  the  individual  should  report  to  Provost  Marshal  of  the 
respective  installation. 

Contesting  record  procedures: 

The  rules  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Military  Police  Blotters  and  Field  Interview  Cards. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMNOOOlO 

System  name: 

Personnel  Services  Working  Files  ^ 

System  location: 

All  Marine  Corps  activities. 

Categories  of  individuals  covered  by  the  system: 

Members  and  former  members  of  the  Marine  Corps  and  Marine 
Corps  Reserve;  permanently  and  temporarily  retired  members  of  the 
Marine  Corps  and  Marine  Corps  Reserve;  members  of  the  Fleet 
Marine  Corps  Reserve;  Federal  civil  service  employees  of  the  Marine 
Corps;  and  dependents,  survivors  or  appointed  agents  of  the  forego¬ 
ing.  Some  information  about  dependents  and  other  members  of  fami¬ 
lies  or  former  families  of  Marine  Corps  personnel  may  be  included  in 
files  pertaining  to  the  Marine.  Inquiries  from  the  general  public, 
whether  addressed  directly  to  HQMC  or  received  via  a  third  party, 
may  be  retained  together  w'ith  information  obtained  in  the  course  of 
completing  required  action  or  in  preparing  a  response. 

Categories  of  records  in  the  system: 


Files  contain  information  pertaining  to  identification;  prior  service; 
location  and  addresses;  decedent  affairs;  military  honors  at  funerals; 
recovery  of  remains;  casualty  notification;  condolence  letters  to  next 
of  kin;  transportation,  passports  and  visas  for  next  of  kin  of  casualties 
medically  warranted  overseas;  missing  persons;  prisoners  of  war; 
reserve  disability  benefits;  casualty  statistics;  certification  of  eligibility  - 
for  award  of  Purple  Heart  Medal;  death  benefits  and  annuity  pay¬ 
ments;  official  reports  of  casualty;  certification  of  life  insurance  cov¬ 
erage;  investigative  reports;  travel  of  dependents;  reports  and  death 
certificates  substantiating  casualty  status;  intelligence  reports  concern¬ 
ing  missing  and  captured  members;  prior  and  present  marital  status; 
dissolution  of  prior  marriages;  birth,  marriage  and  death  certificates; 
adopting  of  children;  financial  responsibility;  child  support;  claims  of 
non-support;  personal  health  and  welfare  reports;  alien  marriages; 
conduct  and  personal  history  as  it  pertains  to  marriage  and  its  re¬ 
sponsibilities;  medical  information;  garnishment  of  pay;  powers  of 
attorney;  personal  financial  records;  police  and  fire  reports;  records 
of  emergency  data;  medical  care;  use  of  exchanges,  commissaries  and 
theatres;  recovery  of  invalid  dependent  identification  and  privilege 
cards;  correction  of  naval  records;  defense  related  employment;  vet¬ 
erans  rights,  benefits  and  privileges;  awards,  recommendations  and/or 
issuances;  Survivor  Benefit  Plan;  preseparation  counseling;  civil  read¬ 
justment;  Retired  Serviceman’s  Family  Protection  Plan;  residence; 
basic  allowance  for  quarters^  leave  and  liberty;  financial  assistance; 
extensions  of  emergency  leave;  in  service  FHA  mortgage  insurance 
loans;  reimbursement  for  damage  to  or  loss  of  personal  property; 
transportation  of  household  goods;  claims  against  the  government; 
lost,  damaged  or  abandoned  property;  medical  bills;  determinations  of 
dependency  status;  claims  against  commercial  carriers,  insurers,  and 
contractors;  dependent  identification  and  privilege  card.s;  official  cor¬ 
respondence  (includes  correspondence  .with  Marine  Corps  commands 
and  organizations,  other  Armed  Services,  the  White  House,  members 
of  Congress,  Department  of  Defense,  and  other  agencies  of  federal, 
state  and  local  government);  other  correspondence  (including  corre¬ 
spondence  from  Marines,  their  families,  attorneys,  dix:tors,  lawyers, 
clergymen,  administrators/executors/guardians  of  estates,  American 
Red  Cross  and  other  welfare  agencies  and  the  general  public,  wheth¬ 
er  addressed  directly  to  the  Marine  Corps  or  via  third  parties); 
internal  routing  and  processing  of  personal  affairs  matters;  and  rec¬ 
ords  of  interviews  and  telephonic  conversations. 

Authority  for  maintenance  of  the  system; 

Title  10,  U.  S.  Code  1071-1087,  1441-1455,  1475-1488,  2771,  6148a, 
b,  and  d;  Title  31.  U.  S.  Code  240-243;  Title  37.  U.  S.  Code  401  and 
551,  et.  seq.;  Title  38.  U.  S.  Code  765-770,  2021-2026;  Title  42,  U.  S. 
Code  659;  Title  50,  U.  S.  Code  1436  and  E  O  11016;  Title  5.  U  S 
Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  facilitate  administration  of  programs  concerning  the  personal 
welfare  of  Marines  and  their  dependents  and/or  survivors  to  include 
decedent  affairs;  casualty  reporting  and  notification  of  next  of  kin; 
transportation  of  household  goods;  travel  of  dependents;  missing  and 
captured  personnel;  reserve  disability  benefits;  casualty  statistics; 
death  benefits  and  annuity  payments;  official  reports  of  casualty; 
determination  of  dependency  status  for  the  purpose  of  travel,  basic 
allowance  for  quarters  and  Uniformed  Services  identification  and 
Privilege  Card  entitlement;  the  granting  of  privileges  for  medical 
care,  use  of  commissaries,  exchanges  and  theatres;  issuance  and  re¬ 
covery  of  identification  cards;  correction  of  naval  records;  garnish¬ 
ment  of  pay;  defense  related  employment;  veterans  rights,  benefits 
and  privileges;  adjudication  of  claims  against  the  government;  sup¬ 
port  of  dependents;  personal  affairs,  welfare  and  family  assistance; 
preseparation  counseling  and  civil  readjustment;  display  of  recogni¬ 
tion  for  individual  accomplishments. 

To  facilitate  preparation  and  maintain  a  record  of  responses  to 
inquiries  and  other  communications  from  staff  sections  within  Head¬ 
quarters,  U.  S.  Marine  Corps,  Marine  Corps  commands  and  organiza¬ 
tions,  other  Armed  Services,  the  White  House,  members  of  Congress, 
Department  of  Defense,  other  agencies  of  federal,  state  and  local 
governments;  Marines,  their  families,  attorneys,  doctors,  lawyers, 
clergymen,  administrators/executors/  guardians  of  estates,  American 
Red  Cross,  and  other  welfare  agencies  and  the  general  public. 

To  provide  a  record  of  decisions  and  actions  taken. 

By  officials  and  employees  of  the  Marine  Corps  and  Marine  Corps 
Reserve  in  the  performance  of  their  official  duties  in  the  administra¬ 
tion  of  programs  relating  to  the  personal  affairs  matters  cited  above. 

By  officials  and  employees  of  the  Department  of  the  Navy,  De¬ 
partment  of  Defense,  and  other  geovernment  agencies  in  the  per¬ 
formance  of  their  official  duties  related  to  the  determination  of  enti¬ 
tlement  to  compensations,  annuities,  government  insurance,  and'other 
rights,  benefits  and  privileges. 
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By  government  agencies  or  private  organizations  under  govern¬ 
ment  contract  to  perform  analytical  and  historical  research  pertaining 
to  casualties. 

By  intelligence  and  other  government  agencies  assisting  in  the 
investigation  of  circumstances  of  casualty  and  in  accounting  for  per¬ 
sonnel  who  are  deceased  (body  not  recovered),  missing,  captured,  or 
detained. 

By  Marines,  former  Marines,  their  next  of  kin  (in  cases  of  death 
only),  or  persons  or  organizations  designated  by  them  in  writing  for 
whatever  purpose  access  to  the  record  is  desired. 

Information  obtained,  developed,  or  processed  in  performing  func¬ 
tions  related  to  this  record  system  may  be  entered  into  the  Marine 
Corps  Manpower  Management  System  and  the  Marine  Corps  Mili¬ 
tary  Personnel  Records  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  Tile  folders,  vertical  strip  files,  microfiche  and 
card  files  stored  in  filing  cabinets,  shelves,  tables  and  desks. 

Retrievability: 

Files  are  accessed  and  retrieved  by  subject  matter  and  by  individu¬ 
al.  Identification  of  individual  is  by  name  or  social  security  number. 

Safeguards: 

Building  is  located  in  controlled  access  area  with  security  guards 
on  24  hour  duty.  Access  to  information  contained  in  the  Hies  is 
limited  to  officials  and  employees  of  Headquarters,  U.  S.  Marine 
Corps  acting  in  their  official  capacity  upon  demonstration  of  a  need- 
to-know  basis.  Records  held  by  field  activities  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained.  Locked  and/or  guarded  offices. 

Retention  and  disposal: 

Files  are  retained  for  differing  lengths  of  time,  depending  upon  the 
purpose  of  the  information  contained  therein.  Death  benefit  data  are 
retained  for  five  years  and  then  destroyed;  records  of  emergency 
data  are  retained  until  the  Marine’s  death  or  separation  from  active 
duty  or  the  active  reserves;  Department  of  Defense  Reports  of  Casu¬ 
alty  are  retained  for  such  period  as  deemed  necessary,  and  then 
transferred  to  the  Historical  Division,  Headquarters,  U.  S.  Marine 
Corps;  casualty  statistics  and  rosters,  and  statistical  reports  are  re¬ 
tained  for  such  period  as  deemed  necessary  and  then  transferred  to 
Historical  Division,  Headquarters,  U.  S.  Marine  Corps  or  destroyed 
as  deemed  appropriate;  missing  and  captured  personnel  data  and 
unusual  miscellaneous  casualty  topica  data  are  retained  for  such 
period  as  deemed  necessary  and  then  destroyed;  files  concerning 
dependency  determination  are  retained  for  one  year  and  then  de¬ 
stroyed;  files  concerning  veterans  rights,  benefits  and  privileges  are 
retained  indefinitely  or  until  the  member  and  all  eligible  survivors  are 
deceased;  files  concerning  correction  of  naval  records  are  destroyed 
upon  completion  of  action;  files  regarding  adjudication  of  claims 
against  the  government  are  retained  for  six  months  and  then  de¬ 
stroyed;  files  containing  information  which  could  be  considered  to  be 
of  a  derogatory  nature  are  disposed  of  as  directed  by  competent 
authority;  all  other  files  are  retained  for  three  years  and  then  de¬ 
stroyed. 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U.  S.  Marine 
Corps,  Wa.shington,  D  C.  20380. 

Notification  procedure: 

Correspondence  pertaining  to  files  maintained  should  be  addressed 
to: 

Commandant  of  the  Marine  Corps  (Code  MS) 

Headquarters,  U.  S.  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202-694-3143 

Correspondence  should  contain  the  full  name,  social  security 
number  and  signature  of  the  requester.  The  individual  may  visit  the 
above  location  for  review  of  files.  Proof  of  identification  may  consist 
of  the  active,  reserve,  retired  or  dependent  identification  card,  the 
Armed  Forces  Report  of  Transfer  or  Discharge  (DD-214),  discharge 
certificate,  driver's  license,  social  security  card,  or  by  providing  such 
other  data  sufficient  to  ensure  the  individual  is  the  subject  of  the 
inquiry. 

Record  access  procedures: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps  (Code  MS) 

Henderson  Hall,  Building  No.  4,  Room  109A 
Arlington,  Virginia  22214 
Telephone:  Area  Code  202-694-3143 

Contesting  record  procedures: 


The  agency's  rules  for  access  to  files  and  for  contesting  and  ap¬ 
pealing  initial  determination  by  the  individual  concerned  may  ^ 
obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Marine  Corps  Manpower  Management  System 
Joint  Uniform  Military  Pay  System 
Marine  Corps  Military  Personnel  Records  System 
Marine  Corps  Deserter  Inquiry  File 

Staff  agencies  and  subdivisions  of  Headquarters,  U.  S.  Marine 
Corps 

Marine  Corps  commands  and  organizations 

Other  agencies  of  federal,  state,  and  local  governments 

Educational  institutions 

Medical  reports  and  psychiatric  evaluations 

Financial  institutions  and  other  commercial  enterprises 

Civil  courts  and  law  enforcement  agencies 

Correspondence  and  telephone  calls  from  private  citizens  initiated 
directly  to  the  Marine  Corps  or  via  the  U.  S.  Congress  and  other 
agencies. 

Investigative  reports 

American  Red  Cross  and  similar  welfare  agencies 
Veterans’  Administration 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMNOOOll 

System  name: 

Source  Data  Automated  Fitness  Report  System  (SDAFRS) 

System  location: 

Personnel  Management  Division,  Manpower  Department,  Head¬ 
quarters,  U  S  Marine  Corps,  Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system: 

Former,  present  and  future  U  S  Marine  Corps  active  duty  and 
organized  Reserve  Commissioned  and  Non-Commissioned  Officers  in 
the  rank  of  Sergeant  and  above. 

Categories  of  records  in  the  system: 

System  contains  automated  records  created  through  optical  scan  of 
Marine  Corps  Fitness  Reports,  which  are  evaluations  of  duties  per¬ 
formed  and  the  manner  of  such  performance.  Fitness  reports  repre¬ 
sent  a  comprehensive  portrayal  of  the  professional  qualifications, 
personal  traits  and  characteristics  and  individual  potential.  Fitness 
reports  include  narrative  comments,  numerical  grading  and  compari¬ 
son  with  those  peers  rated  by  the  commanding  otTicer  or  other 
reporting  senior  of  the  individual  addressed.  Fitness  reports  contain 
personal  identification  such  as  name,  rank,  social  security  number, 
location  and  number  of  dependents,  etc.  in  addition  to  individual 
evaluation  data. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  -  By  officials  and  employees  of 
the  Marine  Corps  in  the  performance  of  their  official  duties  related  to 
the  management  of  Marine  Corps  personnel  through  screening  and 
selection  of  individuals  for  promotion,  duty  assignment,  career  coun¬ 
seling  and  the  administration  of  the  personnel  management  system. 

Marine  Corps  Commands  -To  allow  commanders  to  identify  skills 
and  experience  of  Marines  due  to  report  for  duty  with  the  commands 
during  the  forthcoming  fiscal  year. 

Department  of  Demnse  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties  in  connection  with  military  personnel  management,  appeals 
and  litigations  related  thereto. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  Joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files  of  the 
fitness  report  system. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform- 
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ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps  Manpower  Management  System. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  original  of  fitness  report  is  exposed  to  SDAFRS  scanning 
and  then  transferred  to  the  personnel  file  jacket  of  the  individual 
concerned  and  stored  within  the  Marine  Corps  Military  Personnel 
Records  Sysem. 

Automated  records  are  stored  on  magnetic  tape 

Retrievability: 

Paper  original  of  fitness  report  is  accessed  by  a  combination  of  last 
name  and  social  security  number. 

Automated  records  (magnetic  tapes)  are  accessed  by  social  security 
number. 

Safeguards: 

Building  housing  computer  employs  24  hour  security  guards. 
Access  to  terminal  is  limited  to  authorized  personnel  on  a  need-  to- 
know  basis.  Distribution  of  printouts  of  information  from  the  system 
is  restricted  to  authorized  persons  in  the  performance  of  their  as¬ 
signed  duties  and  destroyed  after  use. 

Retention  and  disposal: 

Records,  both  paper  and  tape,  are  permanent.  Paper  records  are 
stored  in  the  Marine  Corps  Military  Personnel  Records  System.  Tape 
records  are  removed  from  the  active  file  to  a  historical  file  for 
retention  according  to  appropriate  magnetic  record  retention  policies. 

System  managerts)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  MM) 

Headquarters,  U  S  Marine  Corps 
Washington,  D  C  20380 
Telephone:  Area  Code  202/694-3122 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Commandant  of 
the  Marine  Corps  (Code  MM),  Headquarters,  U  S  Marine  Corps, 
Washington,  D.  C.  20380 

Written  requests  for  information  should  contain  the  individual's 
name,  social  security  number,  signature  and  the  dates  covered  by  the 
report(s)  in  question. 

Personal  visits  may  be  made  to  Manpower  Department,  Headquar¬ 
ters,  U  S  Marine  Corps,  Federal  Office  Building  2,  Washington,  D  C 
20380.  For  personal  visits  the  individual  should  be  able  to  provide 
personal  identification  to  include  valid  military  identification  or  two 
valid  civilian  items  of  identification  such  as  driver’s  license,  social 
security  card,  medicare  card,  etc. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  the  Commandant  of  the 
Marine  Corps  (Code  M),  Headquarters,  U  S  Marine  Corps.  Washing¬ 
ton,  D  C  20380 

Record  source  categories: 

Each  officer  and  noncommissioned  officer  in  the  rank  of  sergeant 
and  above  provides  the  personal  information  on  the  fitness  report 
form.  The  form  is  then  submitted  to  the  commanding  officer  or 
immediate  superior  (reporting  senior)  for  completion  of  the  evalua¬ 
tion  portion  of  the  form  and  fowarding  to  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00013 

System  name: 

Personnel  Management  Working  Files 

System  location: 

All  Marine  Corps  activities. 

Categories  of  individuals  covered  by  the  system: 

Members  of  the  U  S  Marine  Corps  and  Marine  Corps  Reserve; 
former  members  of  the  Marine  Corps  and  Marine  Corps  Reserve; 
retired  and  temporarily  retired  members  of  the  Marine  Corps  and 
Marine  Corps  Reserve;  members  of  the  Fleet  Marine  Corps  Reserve; 
and  applicants  for  entry  into  the  Marine  Corps  or  Marine  Corps 
Reserve. 


Military  personnel,  federal  employees,  and  dependents  who  apply 
through  the  Marine 'Corps  for  no-fee  passports  for  official  travel  to 
countries  requiring  a  passport. 

J)ependents  of  Marines  and  other  family  members  with  respect  to 
matters  pertaining  to  the  individual  Marine,  former  Marine  or  appli¬ 
cant. 

Members  of  other  services  assigned  to  or  serving  with  the  Marine 
Corps. 

Categories  of  records  in  the  system: 

File  contains  informaton  pertaining  to  identification,  recruitment, 
enlistment,  commissioning,  prior  service,  reenlistment  or  extension  of 
enlistment,  lateral  occupational  movement,  civilian  employment,  let¬ 
ters  of  reference,  education,  training,  career  counselling,  religious 
preference  as  provided  by  the  individual,  qualifications,  intelligence 
and  aptitude  testing,  classification,  assignment,  location  addresses, 
promotions,  reductions  in  rank,  proficiency,  conduct,  performance  of 
duty,  discipline,  offenses  and  punishments  under  the  Uniform  Code  of 
Military  Conduct,  courts-martial,  persona!  history,  investigations,  se¬ 
curity  clearances,  police  and  court  records,  civil  arrests  and  convic¬ 
tions,  birth  and  marriage  certificates,  divorce  and  other  decrees, 
financial  responsibility  and  letters  of  indebtedness,  marital  status,  de¬ 
pendents,  families’  citizenships,  passports  and  visas,  travel  and  travel 
orders,  leave  records,  transportation  of  dependents  and  household 
goods,  pay  records,  claims  against  the  government,  decorations  and 
awards,  commendations,  medical  records  to  include  psychiatric  eval¬ 
uations,  disability  proceedings,  separation  and  retirement,  official  cor¬ 
respondence  (includes  internal  Marine  Corps  and  Department  of  the 
Navy  correspondence,  as  well  as  correspondence  with  the  Executive, 
Legislative,  and  Judicial  Branches  of  federal,  state  and  local  govern¬ 
ment)  and  other  correspondence  (includes  correspondence  from  Ma¬ 
rines,  their  dependents  and  families,  attorneys,  doctors,  educators, 
clergymen  and  members  of  the  general  public  whether  addressed 
directly  to  the  Marine  Corps  or  via  third  parties,  (president,  con¬ 
gressmen,  etc  ),  personnel  who  apply  to  express  a  grievance  through 
personal  interviews  with  the  Commanding  General  via  the  chains  of 
command  as  authorized  by  Article  1107.1,  U  S  Navy  Regulations 
(Request  Mast),  personal  counselling.) 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  -  To  facilitate  personnel  manage¬ 
ment  actions  and  decisions  related  to  recruitment,  enlistment,  com¬ 
missioning,  testing,  training,  classification,  assignment,  transfer  (in¬ 
cluding  humanitarian),  travel  order  is.suance,  passport  application, 
promotion,  reenlistment,  retention  on  active  duty,  augmentation  from 
reserve  to  regular  status,  recovery  of  absentees  and  deserters,  investi¬ 
gations,  correction  of  records,  dependency  status,  disability  proceed¬ 
ings,  separation  (including  hardship  discharge),  transfer  to  the  Fleet 
Marine  Corps  Reserve  and  retirement. 

Marine  Corps  commands,  organizations,  districts,  and  units  -  By 
officials  and  employees  of  the  Marine  Corps  in  the  execution  of  their 
official  duties  related  to  personnel  management  actions  and  decisions 
in  support  of  pursuit  of  actions  cited  above.  Such  actions  can  include 
administration  of  requests,  appeals,  grievances,  discipline  and  litiga¬ 
tions;  administration  of  benefits  and  entitlements;  management  and 
administration  of  retirement  and  veteran’s  affairs  programs;  responses 
to  inquiries  and  correspondence;  and  the  counseling  pf  individual 
Marines  regarding  such  matters  as  their  performance  records,  career 
opportunites  and  personal  concerns. 

Department  of  Defense  and  its  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties  in  connection  with  military  personnel  management,  appeals 
and  litigations  related  thereto. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  Jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  orders  pertaining  to  matters  properly 
within  the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  Hou.se  of  Representa¬ 
tives  of  the  U  S  or  any  committee  or  subcommittee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committee  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  files  of  the 
system. 

The  Comptroller  General  of  the  U  S  •  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps  Manpower  Management  System. 
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To  provide  information  to  another  agency  or  to  an  instrumentality 
of  any  governmental  jurisdiction  within  or  under  the  control  of  the 
United  States  which  has  been  authorized  by  law  to  conduct  law 
enforcement  activities  pursuant  to  a  request  that  the  agency  or  instru¬ 
mentality  initiate  criminal  or  civil  action  against  an  individual  on 
behalf  of  the  U  S  Marine  Corps,  the  Department  of  the  Navy,  or  the 
Department  of  Defense. 

To  provide  information  to  individuals  pursuant  to  a  request  for 
assistance  in  a  criminal  or  civil  action  against  a  member  of  the  U  S 
Marine  Corps,  by  the  U  S  Marine  Corps,  the  Department  of  the 
Navy,  or  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  files  as  represented  by  card  files,  strip  files,  microfiche  com- 

Euter  printouts  from  the  Manpower  Management  System  or  the  Joint 
Uniform  Military  Pay  System  and  file  folders.  Files  are  stored  in 
filing  cabinets,  on  shelves  and  on  tables  in  controlled  access  areas. 
Retrievability: 

Files  are  accessed  and  retrieved  by  subject  and  by  the  name  and 
social  security  number. 

Safeguards: 

In  compliance  with  the  specified  requirements  for  security  of 
FOUO  material. 

Retention  and  disposal: 

Files  are  retained  for  differing  lengths  of  time,  depending  upon  the 
purpose  of  the  information  contained  therein.  Promotion  data  is  re¬ 
tained  three  years,  then  transferred  to  Historical  Division,  Headquar¬ 
ters,  U  S  Marine  Corps.  Passport  data  is  retained  six  years,  then 
destroyed.  Enlisted  assignment  data  is  retained  two  years,  then  de¬ 
stroyed.  Certain  officer  assignment  data  is  destroyed  when  the  officer 
is  released  from  active  duty.  Disability  retirement  data  is  retained 
two  years  from  the  date  of  removal  of  the  individual  from  the 
Temporarily  Disability  Retirement  List,  then  destroyed.  Retirement 
correspondence  is  retained  for  one  year  following  individual’s  retire¬ 
ment.  Retirement  files  are  retained  until  the  individual's  death.  Per¬ 
sonal  counselling  records  are  maintained  one  year,  career  counselling 
records  are  maintained  within  the  individual's  official  records.  All 
other  files  are  retained  three  years,  then  destroyed. 

System  managerts)  and  address: 

Local  commanding  officer. 

Notification  procedure: 

Information  may  be  obtained  from  the  Commandant  of  the  Marine 
Corps  (Code  MM),  Headquarters,  U  S  Marine  Corps,  Washington,  D 
C  20380,  the  current  command,  the  last  duty  station,  or  applicable 
activity. 

Additional  information  concerning  personnel  assigned  to  Occupa¬ 
tional  Field  55  (Band)  may  be  obtained  from  the  Commandant  of  the 
Marine  Corps  (Code  MPC),  Headquarters,  U.  S.  Marine  Corps, 
Washington,  D.  C.  20380  Telephone:  Area  Code  202/694-4154. 

Record  access  procedures: 

Requests  from  individual's  may  be  addressed  to  the  Commandant 
of  the  Marine  Corps  (Code  MM),  Headquarters,  U  S  Marine  Corps, 
Washington,  D  C  ,  the  current  command  or  last  duty  station. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual  and  his  social  security  number  or  former  military 
service  number.  The  following  information  will  also  be  helpful  in 
locating  some  records:  military  rank  and  occupational  specialty,  dates 
and  places  of  service,  and  any  special  correspondence  previously 
received  or  sent. 

For  personal  visits,  the  individual  may  visit  the  Personnel  Manage¬ 
ment  Division,  Headquarters,  U  S  Marine  Corps,  Federal  Office 
Building  2,  Washington,  D  C  20380  or  Marine  Corps  commands  and 
districts. 

For  personal  visits,  the  individual  should  be  able  to  provide  per¬ 
sonal  identification  to  include  valid  military  or  dependent  identifica¬ 
tion  card  or  two  valid  civilian  items  of  identification  such  as  driver’s 
license,  social  security  card,  medicare  card,  etc. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  Commandant  of  the  the 
Marine  Corps  (Code  M),  Headquarters,  U  S  Marine  Corps,  Washing¬ 
ton,  D  C  20380 
Record  source  categories: 

Information  in  the  system  is  obtained  from  the  Marine  Corps 
Manpower  Management  System;  the  Joint  Uniform  Military  Pay 
System;  Marine  Corps  Military  Personnel  Records  to  include  the 
Service  Record  Book  and  Officer  Qualification  Record;  Military 


Medical  Records;  Marine  Corps  Deserter  Inquiry  File;  staff  elements 
and  subdivisions  of  Headquarters,  U  S  Marine  Corps;  Marine  Corps 
field  commands,  organizations,  and  activities;  other  components  of 
the  Department  of  Defense;  agencies  of  federal,  state,  and  local 
government,  to  include:  civil  courts  and  law  enforcement,  previous 
employers;  financial  institutions  and  commercial  enterprises;  educa¬ 
tional  institutions;  private  citizens  provided  as  character  references 
by  the  individual;  investigations  related  to  disciplinary  proceedings; 
and  correspondence  of  private  citizens  addressed  directly  to  the 
Marine  Corps  or  via  third  parties  such  as  members  of  Congress  and 
other  governmental  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 


MMN00014 

System  name: 

Work  Measurement  Labor  Distribution  Cards 

System  location: 

All  Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system: 

Marine  Corps  employees,  civilian,  military  and  occasional  summer 
hires  funded  by  state  and  local  programs 

Categories  of  records  in  the  system: 

Labor  distribution  cards  which  have  been  prepared  by  either  the 
concerned  individual  or  the  supervisor  to  record  the  number  of  hours 
worked,  the  number  of  units  produced  by  the  employee,  the  function 
of  the  employee  during  that  time,  and  the  job  number  of  the  job. 
Also,  the  system  contains  summarizations  of  said  card  and  computer 
input  and  output  relative  to  said  card. 

Authority  for  maintenance  of  the  system: 

Title  10,  U.  S.  Code  124;  133 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  an  input  data  base  for  daily  labor  on  all  individuals 
assigned  to  work  organizations  designated  as  part  of  the  work  mea¬ 
surement  labor  distribution  system  or  to  provide  a  data  base  for 
systems  implementation  testing. 

Work  Section  Supervisors  -  Compiled  reports  by  individual  are 
prepared  for  the  work  section  supervisor  who  verifies  that  each  of 
the  assigned  employees  either  reported  the  required  number  of  hours 
or  entered  appropriate  corrections.  * 

Work  Measurement  System  -  Integrates  the  data  by  individual  to 
prepare  productivity  reports,  statistical  costs  and  budget  workload 
information  which  is  used  primarily  for  local  reports  and  to  provide 
data  for  manpower  requirements  programs,  both  locally  and  at  Head¬ 
quarters,  U.  S.  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Labor  distribution  cards  are  processed  to  capture  the  source  data. 
The  input  cards  are  then  filed  in  nonsequential  order  pending  com¬ 
pletion  of  the  report  cycle.  Punch  cards  or  their  successor  equivalent 
will  be  input  into  a  computer  program  to  prepare  the  work  center  list 
by  individual. 

Punch  cards  may  be  summarized  on  noncomputerized  lists  by 
individual.  Such  lists  may  be  kept  by  the  employees'  supervisor. 

Retrievability: 

The  information  identified  by  individual  is  available  only  from  the 
lists  maintained  by  the  work  center  supervisor  within  one  year  of  the 
work  week  in  question. 

Safeguards: 

The  alphabetical  listings  are  maintained  by  each  work  center  su¬ 
pervisor. 

Retention  and  disposal: 

Lists  are  destroyed  one  year  after  the  subject  work  week. 

System  manager(s)  and  address: 

Commanding  officer  of  activity. 

Notification  procedure: 

Information  may  be  obtain  from  the  SYSMANACER. 

Record  access  procedures: 

Written  requests  from  individuals  should  be  addressed  to  the  SYS- 
MANAGER.  Requests  should  include  name  of  employee,  work 
center  number,  and  work  week  for  which  data  is  requested.  Personal 
visits  and  telephone  calls  should  be  made  directly  to  the  employee's 
work  center  supervisor. 

Contesting  record  procedures: 
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The  information  on  the  list  is  only  that  which  was  submitted  by 
the  employee  and  should  be  corrected  during  the  work  month.  After 
that  time,  the  manhours  are  entered  on  local  and  Headquarters  re¬ 
ports  and  no  corrective  action  is  possible. 

Record  source  categories: 

No  particular  format  required  for  request.  , 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

MMN00016 

System  name: 

Accident  and  Injury  Reporting  System 

System  location: 

Organizational  elements  of  the  U  S  Marine  Corps  as  listed  in  the 
Directory  of  the  Department  of  the  Navy  Activities. 

Categories  of  individuals  covered  by  the  system: 

Military  or  civilian  employees  who  are  involved  in  accidents 
which  result  in  lost  time,  government  or  private  property  damage  or 
destruction  and  personnel  injury  or  death. 

Categories  of  records  in  the  system: 

Name,  rank,  social  security  number,  type  of  accident,  degree  of 
injury,  days  lost,  date  of  injury,  date  returned  to  work,  date  and  time 
of  death  (if  a  fatality),  and  all  other  factors  concerning  such  accidents 
and  injuries. 

Reports  include  consolidated  accident  injury  report,  accident 
injury  report,  and  report  of  motor  vehicle  accident. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Providing  reporting  information  to  higher  headquarters  in  the 
computation  of  accident  injury  rates,  consolidated  accidem  report  by 
separate  category,  motor  vehicle  accident-injury  rates. 

For  utilization  in  the  establishment  of  safety  program,  identification 
of  unsafe  working  conditions  and  such  other  areas  which  prove  a 
danger  to  personnel  and/or  property. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder,  card  files,  punched  cards,  magnetic  tape,  and  display 
boards 

Rctrievability: 

Name,  SSN 

Safeguards: 

Access  provided  on  a  need-to-know'  basis  only.  Locked  and/or 
guarded  o^ice. 

Retention  and  disposal: 

Five  years  -  disposal  per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Apply  to  SYSMANAGER. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individual  concerned,  military  police  traffic  accident  investigation 
reports,  accident  injury  reports,  other  records  of  the  activity,  witness, 
and  other  correspondents. 

S}  stems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00017 

System  name: 

Armory  Access  and  Individual  Weapons  Assignments 

System  location: 

Organizational  elements  of  the  U  S  Marine  Corps  as  listed  in  the 
Directory  of  Department  of  the  Navy  Activities. 


Categories  of  individuals  covered  by  the  system: 

All  personnel  assigned  government  weapons. 

All  personnel  authorized  access  to  individual  armories. 

Categories  of  records  in  the  system: 

Records  depict  name  of  individual,  type  of  weapon  assigned,  serial 
number  of  that  weapon,  accessories  in  the  individual’s  possession, 
condition  of  the  weapon  and  accessories,  and  individual’s  signature 
acknowledging  receipt. 

Name,  rank,  social  security  number  of  personnel  authorized  access 
to  individual  armories. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

*  Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Weapons  accountability,  management  and  control  of  all  U  S  Gov¬ 
ernment  weapons/accessories  issued  to  personnel. 

Control  of  personnel  authorized  access  to  armory  spaces  in  the 
official  execution  of  their  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  cards,  punched  cards,  magnetic  tapes. 

Retrievability: 

Records  retained  by  name  or  weapons  serial  numbers. 

Safeguards: 

Access  rosters  and  personnel  weapons  assignments  are  provided  on 
a  need-to-know  basis  only.  Locked  and/or  guarded  office. 

Retention  and  disposal: 

As  established  by  SYSMANAGER  per  SECNAV  Records  Dis¬ 
posal  Manual. 

System  manager(s)  and  address: 

Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Apply  to  SYSMANAGER. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00018 

System  name: 

Base  Security  Incident  Reporting  System 

System  location: 

Organizational  elements  of  the  U  S  Marine  Corps  as  listed  in  the 
Directory  of  the  Department  of  the  Navy  Activities. 

Categories  of  individuals  covered  by  the  system: 

Individual  involved  in  or  witnessing  or  reporting  incidents  requir¬ 
ing  the  attention  of  base  security  or  law  enforcement  personnel. 

Categories  of  records  in  the  system: 

Incident/complaint  reports;  witness  statements;  stolen  property  re¬ 
ports;  military  police  investigator’s  report;  military  police  motor  ve¬ 
hicle  accident  and  injury  report;  military  police  alert  cards;  military 
police  property  custody  forms,  tags,  and  disposition  of  evidence 
letters;  military  police  field  interview  cards;  military  police  desk 
blotter;  use  of  force  reports;  traffic  violation  records;  driving  record 
reports;  traffic  court  files;  citations  to  appear  before  U  S  Magistrate; 
criminal  investigation  reports;  civil  court  ca.se  records;  minor  offense 
report;  uniform  violation  report;  narcotics  reports;  polygraphy  exami¬ 
nations;  letters  of  warning/eviction  from  base  housing;  letters  of 
warning/barring  from  federal  reservation;  Armed  Forces  police  re¬ 
ports;  suspect  photographic  files;  child  abuse  files,  juvenile  case  files; 
valuable  property  receipt;  vehicle  Impound  files  and  vehicle  towing 
reports;  suspension  of  driving  privileges  and  revocation  letters;  as¬ 
signment  to  absentee/deserter  escort  duty;  informant  list;  Master 
Crime  index  card;  evidence  record  file;  military  police  log/journal; 
breathalyzer  report;  criminal  investigation  file;  and  any  other  such 
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report  received  by  military  police  personnel  in  the  official  execution 
of  their  duties. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

For  law  enforcement  purposes  by  duly  authorized  personnel  of  the 
U  S  Marine  Corps,  Department  of  Defense  and  its  related  compo¬ 
nents,  representatives  of  the  U  S  Congress  or  any  committee  or  sub¬ 
committee  thereof  on  matters  within  their  jurisdiction  requiring  dis¬ 
closure  of  such  files,  or  officials  of  federal  investigative  agencies  in 
the  performance  of  their  official  duties. 

Provide  evidence  in  uniform  court  of  military  justice  and  Title  18, 
U  S  Code  1382  proceedings  and  such  related  criminal  investigations 
as  are  required. 

Provide  to  local,  state,  and  federal  investigative  agencies  or  court 
officials  such  information  that  properly  falls  wTlhin  their  purview 
requiring  further  investigation  or  court  action. 

Used  by  command  legal  personnel  in  the  prosecution  of  military 
offenses  and  other  administrative  actions. 

Support  insurance  claims  and  civil  litigation. 

Provide  basis  for  revocation  of  base  driving  privileges. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  metal  filing  cabinets,  mag¬ 
netic  tapes. 

Retrievability: 

Name,  Social  security  number,  case  number,  organization 

Safeguards: 

Access  provided  on  a  need-to-know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

As  established  by  SYSMANAGER  per  SECNAV  Records  Dis¬ 
posal  Manual. 

System  manager(s)  and  address: 

Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Apply  to  SYSMANAGER. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5,  U  S  Code  552  a 
(J)  or  (K)  as  applicable,  for  additional  information,  contact  the  SYS- 
MANGER. 

MMN00019 

System  name: 

Drug/Alcohol  Abuse  Reporting  Program 

System  location: 

Organizational  elements  of  the  U  S  Marine  Corps  as  listed  in  the 
Directory  of  the  Department  of  the  Navy  Activities. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  who  have  been  tested  for,  identified,  evalu¬ 
ated,  apprehended,  or  rehabilitated  for  drug  or  alcohol  abuse. 

All  military  personnel  who  have  been  granted  drug  abuse  exemp¬ 
tion. 

All  military  personnel  who  are  seeking  assistance  in  drug  or  alco¬ 
hol  abuse  programs. 

Categories  of  records  in  the  system: 

Drug  abuse  identification/rehabilitation  statistical  reports,  alcohol 
abuse  identification/rehabilitation  statistical  reports,  grant  of  drug 
exemption  report,  request  for  disposition  on  drug  dependent  person¬ 
nel,  grant  of  exemption/  rehabilitation  case  file  to  include  medical 
evaluations,  counselor  evaluations,  monthly  progress  reports,  alcohol¬ 
ism  education  roster,  and  such  correspondence  or  messages  sent  or 


sent  by  SYSMANAGER  pertaining  to  the  individual  concerned. 
Urinanalysis  specimen  control  register  and  military  police  drug/alco¬ 
hol  related  offense  reports. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  information  to  Headquarters,  U  S  Marine  Corps,  orga¬ 
nization  and  command  officers,  who  in  the  official  execution  of  their 
duties  require  such  information  in  order  to  manage  the  drug/alcohol 
abuse  control  programs  to  include  identification,  counseling,  and 
rehabilitation  of  abusers,  the  granting  of  exemption,  control  of  urine 
specimen  and  the  reporting  of  statistical  information.  To  provide 
counselor  reference  information  for  the  establishment  of  case  history, 
therapy  plans,  recommendations  and  referrals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability: 

Name,  social  security  number,  case  number. 

Safeguards: 

Access  provided  on  a  need-to-know  basis  only.  Locked  and/or 
guarded  ofiice. 

Retention  and  disposal: 

As  established  by  SYSMANAGER  per  SECNAV  Records  Dis¬ 
posal  Manual. 

System  managerCs)  and  address: 

Commanding  Ofilcer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Apply  to  SYSMANAGER. 

Record  access  procedures: 

Rules  for  access  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  ^ 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER  . 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  medical  per¬ 
sonnel,  military  police  or  other  correspondences. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00020 

System  name: 

Pet  Registration 

System  location: 

Organizational  elements  of  the  U  S  Marine  Corps  as  listed  in  the 
Directory  of  Department  of  the  Navy  Activities. 

Categories  of  individuals  covered  by  the  system: 

Owners  of  pets  residing  on  Naval  reservations. 

Owners  of  pets  in  quarantine  as  the  result  of  biting  complaints 

Owners  of  pets  whose  pet  is  subject  of  nuisance  complaints 

Categories  of  records  in  the  system: 

Owners  name,  social  security  number,  address  and  description  of 
pet,  tag  number,  vaccination  and  registration  information. 

Record  of  complaints  for  vicious  animals  or  bites. 

Record  of  complaints  for  nuisance  pets 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301;  Departmental  Regulations,  Federal,  State, 
and  Local  Regulations,  as  applicable. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  for  registration  of  pets  to  ensure  appropriate  innocula- 
tions  in  compliance  with  federal,  state,  and  local  laws. 

Assist  in  the  identification  of  rightful  owners. 

Identity  dangerous  pets  and  provide  for  quarantine  of  those  ani¬ 
mals  suspected  of  biting. 

Identify  those  pets  which  pose  a  nuisance  to  others  and/or  a  health 
or  safety  hazard. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 
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File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability: 

Name,  social  security  number,  case  number 

Safeguards: 

Access  provided  on  a  need-to-know  basis  only.  Locked  and/or 
guarded  ottice. 

Retention  and  disposal: 

As  established  by  SYSMANAGER  per  SECNAV  Records  Dis¬ 
posal  Manual. 

System  managerts)  and  address: 

Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Apply  to  SYSMANAGER 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Veterinary  records  and  statements  provided  by  pet  owners,  bit 
victims,  military  police,  animal  shelter,  hospital  personnel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00021 

System  name: 

Weapons  Registration 

System  location: 

Organizational  elements  of  the  (J  S  Marine  Corps  as  listed  in  the 
Directory  of  Department  of  the  Navy  Activities.  ,  . 

Categories  of  individuals  covered  by  the  system: 

Ail  individuals,  military  or  civilian,  registered  firearms  or  other 
weapons  with  Provost  Marshal. 

All  individuals  who  purchase  a  firearm  or  weapon  at  authorized 
exchange  activities. 

Any  individual  who  resides  in  government  quarters  who  possesses 
privately  owned  firearms. 

Categories  of  records  in  the  system: 

Weapon  registration  cards,  weapon  permit  cards,  notification  to 
commanding  officers  of  failure  to  register  a  firearm  purchased  at 
authorized  exchanges,  exchange  notification  or  firearm  purchase. 
Such  records  showing  name,  rank,  social  security  number,  organiza¬ 
tion,  physical  location  of  subject  weapon,  weapon  description  and 
such  other  identifiable  items  required  to  comply  with  all  federal  state, 
and  local  weapons  registration  ordinances. 

Authority  for  maintenance  of  the  system: 

Title  S,  U  S  Code  301;  Departmental  regulations;  federal,  state  and 
local  regulations  as  applicable. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  assure  proper  control  of  all  firearms/weapons  introduced  on¬ 
board  Naval  reservations  and  to  monitor  the  purchase  and  disposition 
of  firearms/weapons  onboard  Naval  reservations/Marine  Corps  in¬ 
stallations. 

To  provide  local,  state,  and  federal  law  enforcement  officials  infor¬ 
mation  as  required  in  their  execution  of  official  duties. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability: 

Name,  social  security  number,  organization,  caliber  and  gage  of 
weapon 

Safeguards: 

Access  provided  on  a  need-to-know  basis  only.  Locked  and/or 
guarded  offices. 

Retention  and  disposal: 

As  established  by  SYSMANAGER  per  SECNAV  Records  Dis¬ 
posal  Manual. 

System  managerfs)  and  address: 


Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Apply  to  SYSMANAGER. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individual  concerned,  other  records  of  activity,  investigators,  wit¬ 
nesses  and  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00022 

System  name: 

Vehicle  Control  System 

System  location:  . 

Organizational  elements  of  the  U  S  Marine  Corps  as  listed  in  the 
Directory  of  Department  of  the  Navy  Activities. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  that  have  motor  vehicles,  boats,  or  trailers  regis¬ 
tered  at  a  particular  Naval  installation  on  either  a  permanent  or 
temporary  basis. 

All  individuals  who  apply  for  a  Government  Motor  Vehicle  Oper¬ 
ator’s  license. 

All  individuals  who  pmsess  a  Government  Motor  Vehicle  Opera¬ 
tor’s  license  with  authority  to  operate  government  motor  vehicles. 

Categories  of  records  in  the  system: 

Record  files  of  each  individual  who  have  vehicles  registered  on  a 
particular  Naval  installation  which  include  decal  data,  insurance  in¬ 
formation,  state  of  registration  listing,  auto  license  plate  information, 
plus  such  other  personal  history  data  required  vehicle  registration 
and  identification. 

Records  of  traffic  violations,  citations  and  suspensions 

For  government  motor  vehicle  operators:  Application  for  vehicle 
operator’s  I  D  card;  Operator  qualifications  and  record  of' licensing 
examination  and  performance,  record  of  failures  Government  Motor 
Vehicle  Operator’s  permit,  record  of  issue  of  SF-46,  Record  of  Gov¬ 
ernment  Motor  Vehicle  accidents,  standard  Form  91  accident  report, 
record  of  SF46  suspensions/  revocations,  record  of  MOJT  student 
driver’s  training. 

Identification  of  parking  control 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  car  pool  locator,  vehicle  registration,  parking  control 
insurance,  verification  and  identification  of  vehicles  to  law  enforce¬ 
ment  personnel  in  the  official  execution  of  their  duties. 

To  provide  records  on  individual  government  drivers  as  it  relates 
to  their  ability  in  operating  a  motor  vehicle  in  order  for  official 
personnel  to  manage  a  safe  and  responsive  motor  transport  organiza¬ 
tion.  Such  information  used  in  conducting  accident  prevention  pro¬ 
grams,  changing  occupations  and  revoking  or  suspending  govern¬ 
ment  motor  vehicle  permits,  disciplinary  proceedihgs. 

To  assist  federal,  state,  and  local  law  enforcement  agencies  in  the 
official  execution  of  their  duties  when  disclosure  of  such  records  is 
warranted. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  ; 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability: 

Name,  social  security  number,  case  number,  organization,  decal 
number,  state  license  plate  number,  vehicle  description. 

Safeguards: 

Access  p^rovided  on  a  need-to-know  basis  only.  Locked  and/or 
guarded  offices. 

Retention  and  disposal: 

As  established  by  SYSMANAGER  per  SECNAV  Records  Dis¬ 
posal  Manual. 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74543 


System  manager(s)  and  address: 

Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailipg  Addresses. 

Notification  procedure': 

Apply  to  SYSMANAGER 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00023 

System  name: 

Prisoner  Records 

System  location: 

Organizational  elements  of  the  U  S  Marine  Corps  as  listed  in  the 
Directory  of  Department  of  the  Navy  Activities. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  who  are  confined  in  a  detailed,  adjudged  or 
sentenced  status. 

Categories  of  records  in  the  system: 

Information  contained  in  the  Manpower  Management  System  data 
ba.se,  personal  history  to  include  civilian  and  military  legal  status, 
confinement  progress  reports  and  medical  related  information.  Such 
other  records  as:  Prisoner  Conduct  Record,  Prisoner  Confinement 
and  Release  Order,  Prisoner  Request  for  Restoration  or  Clemency, 
Prisoner  Waiver  of  Restoration  or  Clemency,  Court  Martial  Progress 
Report,  Prisoner  Identification  Badge,  Prisoner  Data  Cdrd,  Work  and 
Training  Report,  Mail  and  Visiting  List,  Segregation  Data  Card, 
Prisoner  Refusal  to  Eat  Report,  Prisoner  Initial  Contact  Sheet,  Pris¬ 
oner  Personal  History,  Prisoner  Spot  Evaluation  Report.  Counselor 
Continuation  Sheet,  Disciplinary  Report,  Prisoner  Request  Form, 
Prisoner  Request  for  Funds  Form,  Prisoner  Request  for  Pastoral 
Counseling,  Prisoner  Visiting  Officer  Form,  Telephone  and/or  Visit 
Authorization  Form,  Receipt  for  Deposit  Form,  Pristmer  Credit 
Chit,  Prisoner  Identification  Form,  Clothing/Hcalth  and  Comfort 
Inventory  Form,  Work  Program  Reque.st,  Library  Card,  Psychiatric 
Evaluation  and  Medical  Reports. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  an  all  inclusive  file  on  each  individual  prisoner  to  assist 
facility  staff  personnel  in  the  evaluation,  a.s.signmcnt  to  programs, 
assignment  of  custodial  classification,  providing  psychiatric  and  medi¬ 
cal  treatment,  provide  a  proper  mixture  of  individual  and  group 
counseling,  in  the  preparation  of  the  prisoner  for  offense  free  military 
service  or  to  prepare  him  for  his  future  adjustment  to  civilian  life. 
Routinely  used  by  local  correctional  personnel  in  the  day-to-day 
management  of  prisoners  within  established  programs,  by  medical 
personnel,  local  commanders  and  higher  headquarters  in  the  manage¬ 
ment  and  implementation  of  correctional  programs. 

Congress  of  the  U  S  -  By  the  Senate  or  House  of  Representatives 
of  the  U  S  or  any  committee  or  subcommittee  thereof  on  matters 
within  their  jurisdiction  requiring  disclosure  of  the  files. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  the  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tapes. 

Retrievability: 

Name,  social  security  number,  case  number,  organization. 

Safeguards: 


Access  provided  on  a  need-to-know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

As  established  by  SYSMANAGER  per,  SECNAV  Records  Dis¬ 
posal  Manual. 

System  manager(s)  and  address: 

Commanding  Officer  of  the  activity  in  question.  See  Directory  of 
Department  of  the  Navy  Mailing  Addresses. 

Notification  procedure: 

Apply  to  SYSMANAGER. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories; 

Individual  concerned,  other  records  of  the  activity,  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00024 

System  name: 

Absentee  Processing  File 

System  location: 

Organizational  elements  of  the  U.  S  Marine  Corps  as  listed  in  the 
Director  of  the  Department  of  the  Navy  Activities. 

Categories  of  individuals  covered  by  the  system: 

•Marine  Corps  absentees  and  deserters;  Marines  in  hands  of  civil 
authorities  foreign  and  domestic;  Marines  who  fail  to  comply  with 
orders  to  new  duty  stations;  suspected  and  convicted  absentees  and 
deserters  who  have  returned  to  military  control  within  the  last  two 
years. 

Categories  of  records  in  the  system: 

Files  contain  manual  records.  These  records  reflect  personal  identi¬ 
fication  data,  absentee’s  current  status,  parent  command,  notations  of 
arrests,  nature  and  disposition  of  criminal  charges,  and  other  perti¬ 
nent  information  which  is  necessary  to  monitor,  control  and  identify 
absentees. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  law  enforcement  purposes. 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities,  and  organizations  -  By  officials  and  employees  of  the 
Marine  Corps  in  connection  with  their  assigned  duties  to  record  and 
monitor  deserter/  absentee  cases  entered  into  the  National  Crime 
Information  Center’s  Wanted  Persons  File;  to  monitor  and  assign 
absentees  upon  their  return  to  military  control;  to  ensure  that  absen¬ 
tees  are  formally  charged  in  accordance  with  the  Uniform  Code  of 
Military  Justice  prior  to  expiration  of  the  Statute  of  Limitations;  to 
monitor  Marine  absentees  and  deserters  believed  to  be  located  in 
foreign  countries;  to  monitor  Marines  who  have  failed  to  comply 
with  permanent  change  of  station  (PCS)  orders  or  orders  to  travel 
and  report  without  escort;  to  insure  correspondence  pertaining  to 
absentees  and  deserters  received  by  the  Marine  Corps  is  processed  in 
a  timely  manner;  to  insure  that  appropriate  action  is  taken  within  the 
Manpower  Management  System  to  join  or  drop  absentees  to  deser¬ 
tion;  to  provide  periodic  management  reports  concerning  absentees 
and  deserters  as  directed  by  higher  authority. 

Comptroller  General  of  the  U  S  -  To  respond  to  the  Comptroller 
General  or  any  of  his  authorized  representatives  in  the  course  of  the 
performance  of  duties  of  the  General  Accounting  Office  relating  to 
Marine  Corps  Manpower  Management  Programs. 

The  Attorney  General  of  the  US-  To  coordinate  with  the  Attor¬ 
ney  General  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  jurisdic¬ 
tion  of  the  Department  of  Justice  as  carried  out  as  the  legal  repre¬ 
sentative  of  the  Executive  Branch. 

The  Department  of  Defense  -  To  coordinate  with  the  other  com¬ 
ponents  of  the  Department  of  Defense  as  may  be  required  to  report, 
identify,  apprehend  and  return  Marine  absentees  and  deserters  •  to 
Marine  Corps  control. 
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Civilian  Law  Enforcement  Agencies  •  To  coordinate  with  appro¬ 
priate  federal,  state,  and  local  law  enforcement  agencies  as  may  be 
required  to  report,  identify,  apprehend  and  return  Marine  absentees 
and  deserters  to  Marine  Corps  control. 

Courts  -  To  respond  to  court  orders  in  connection  with  matters 
before  a  court. 

Congress  of  the  United  States  -  To  respond  to  inquiries  of  the 
Senate  or  the  House  of  Repre«ntatives  of  the  United  States  or  any 
committee  or  subcommittee  thereof  or  any  joint  committee  or  joint 
subcommittee  of  the  Congress  on  matters  within  their  jurisdiction  as 
may  be  requested  of  the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage; 

Records  are  stored  in  file  folders,  card  files,  and  punched  cards. 

Retrievability; 

Records* may  be  accessed  by  name,  social  security  number,  case 
number,  or  organization.  * 

Safeguards; 

Records  are  located  in  areas  acessible  only  to  authorized  personnel 
that  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal; 

As  established  by  the  SYSMANAGER  per  SECNAV  Records 
Disposal  Manual. 

System  managerts)  and  address; 

Commandant  of  the  Marine  Corps  (Code  MP),  Headquarters,  U  S 
Marine  Corps,  Washington,  D  C  20380  or  the  Commanding  Officer 
of  the  activity  in  question.  See  Directory  of  Department  of  the  Navy 
Mailing  Addresses. 

Notification  procedure; 

Apply  to  SYSMANAGER. 

Record  access  procedures; 

Requests  from  individuals  should  be  addressed  to  the  Commandant 
of  the  Marine  Corps  (Code  MP),  Headquarters,  U  S  Marine  Corp, 
Wa.shington,  D  C  20380  or  the  Commanding  Officer  of  the  activity 
in  question.  See  Directory  of  Department  of  the  Navy  Mailing  Ad¬ 
dresses. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  his  place  and  date  of  birth,  his  social  security  number, 
and  his  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  mili¬ 
tary  identification  card,  driver’s  license  or  other  type  of  identification 
N'aring  picture  or  signature  or  by  providing  verbal  data  sufficient  to 
insure  that  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures;  ' 

The  rules  for  contesting  contents  and  appealing  initial  determina¬ 
tions  may  be  obtained  from  the  Commandant  of  the  Marine  Corps 
(Code  JA),  Headquarters,  U  S  Marine  Corps,  Washington,  D  C 
2')380. 

Record  source  categories; 

Information  in  the  system  is  obtained  from  the  Marine  Corps 
Military  Personnel  Records;  from  the  individual's  commanding  offi¬ 
cer,  officer-in-charge,  federal,  state  and  local  law  enforcement  agen¬ 
cies,  lawyers,  judges.  Members  of  Congress,  relatives  of  the  individu¬ 
al,  private  citizens,  the  V'eteran's  Administration,  and  the  individuals 
themselves. 

Systems  exempted  from  certain  provisions  of  the  act; 

Parts  of  this  system  may  be  exempt  under  Title  5,  U.  S  Code  552  a 
(j)  or  (k)  as  applicable.  For  additional  information,  contact  the  SYS¬ 
MANAGER. 

MMN00027 

System  name; 

Marine  Corps  Military  Personnel  Records  Access  Files 

System  location; 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Categories  of  individuals  covered  by  the  system; 

All  officials  and  employees  of  the  Department  of  Defense  author¬ 
ized  to  draw  Marine  Corps  military  personnel  records  and,  except  for 
agents  of  Secret  Service,  Federal  Bureau  of  Investigation  and  Naval 
Investigative  Service  which  agents  are  granted  access  by  presentation 
of  credentials,  all  designated,  justified  and  approved  law  enforce¬ 
ment/investigative  personnel  of  other  Federal  agencies  permitted 
access  to  Marine  Corps  military  personnel  records  at  Headquarters, 
U  S  Marine  Corps  only. 


Categories  of  records  in  the  system; 

Authorization  cards  submitted  by  officials  of  HQMC  and  DOD 
granting  individual  authority  to  order  Headquarters,  U.  S  Marine 
Corps  official  military  personnel  records. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  Headquarters,  U  S  Marine  Corps.  For 
controlling,  monitoring  and  for  providing  a  ready  reference  to  per¬ 
sonnel  authorized  to  draw  and/or  review  Marine  Corps  military 
personnel  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Looseleaf  Binder  and  Card  Index  Files 
.  Retrievability: 

Alphabetical  and  by  Agency 

Safeguards: 

Building  employs  security  guards. 

Retehtion  and  disposal: 

Destroyed  upon  cancellation  of  access  authorization. 

System  managerts)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Comman¬ 
dant  of  the  Marine  Corps  (Code  MSRB),  Headquarters,  U  S  Marine 
Corps.  Washington,  D  C  20380.  The  letter  should  contain  the  full 
name,  social  security  number  and  signature  of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps,  Wash¬ 
ington,  D  C.,  Room  1206.  Proof  of  identification  may  consist  of  his 
active,  reserve  or  retired  identification  card,  his  Armed  Forces 
Report  of  Transfer  or  Discharge  (DD214),  his  discharge  certificate, 
his  driver's  license  or  by  providing  such  other  data  sufficient  to 
insure  that  the  individual  is  the  subject  of  the  inquiry. 

Record  access  procedures: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps 
Headquarters,  U  S  Marine  Corps  (Code  MSRB)  , 

Washington,  D  C  20380 
Telephone  Area  Code  202/694-1043 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Staff  agencies  and  subdivisions  of  Headquarters,  U  S  Marine 
Corps.' 

Other  staff  agencies  of  the  Department  of  Defense. 

Law  enforcement/investigative  divisions  of  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00032 

System  name: 

Personal  History  Card  File 

System  location: 

Provost  Marshal's  Office,  Marine  Corps  Base,  Camp  Lejeune, 
North  Carolina  28542. 

Categories  of  individuals  covered  by  the  system: 

All  individuals,  both  military  and  civilian,  employed  aboard 
Marine  Corps  Base,  Camp  Lejeune,  North  Carolina. 

Categories  of  records  in  the  system: 

Personal  History  Card  (MCBul  12290).  Contains  personal  identify¬ 
ing  information  and  where  employed. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  officials  and  employees  of  Marine  Corps  and  Navy  Com¬ 
mands.  activities,  and  organizations  in  connection  with  their  assigned 
duties.  To  provide  a  rapid  locator  of  employees  at  their  work  site  for 
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law  enforcement  purposes.  Alto  used  to  issue  Civilian  Identification 
Cards  to  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  filed  in  metal  card  trays. 

Retrievability: 

Filed  alphabetically  by  name. 

Safeguards:  * 

Records  are  maintained  in  a  secure  area  accessible  only  td  author¬ 
ized  personnel.  The  File  Room  is  under  constant  surveillance  during 
working  hours  and  is  locked  after  working  hours. 

Retention  and  disposal: 

Records  are  retained  until  the  card  expires,  then  destroyed  by 
burning. 

System  managerts)  and  address: 

Commanding  General  (Attn:  Provost  Marshal),  Marine  Corps 
Base,  Camp  Lejeune,  North  Carolina  28542.  Telephone:  Area  Code 
919/451-2455. 

Notification  procedure: 

Inquiries  by  individuals  will  be  answered  upon  satisfactory  identifi¬ 
cation  of  the  requester  to  the  SYSMANAGLR 
Record  access  procedures: 

Rules  for  access  may  be  obtained  from  the  SYSMANAGER. 
Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individuals  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER  . 

Record  source  categories: 

Military  and  civilian  personnel  employed  aboard  Marine  Corps 
Ba.se,  Camp  Lejeune,  North  Carolina;  Provost  Marshal  administrative 
personnel. 

Systems  exentpted  from  certain  provisions  of  the  act: 

None 

MMN00034 

System  name: 

Personnel  Procurement  Working  Files 
System  location: 

Headquarters,  U  S  Marine  Corps 

Personnel  Procurement  Branch,  Marine  Corps  Districts 

Recruiting  Stations 

Officer  Selection  Offices 

Organized  Marine  Corps  Reserve  units 

U  S  Marine  Corps  recruiting  substations 

Inspector-Instructor  staffs 

Categories  of  individuals  covered  by  the  system: 

Civilians  and  prior  service  individuals  who  are  prospective  appli¬ 
cants  for  enlistment  in  the  Marine  Corps,  Marine  Corps  Reserve  or  a 
Marine  Officer  program,  individuals  on  which  a  written  waiver  for 
enlistment  has  been  requested;  Platoon  Leader  Class  Candidates  re¬ 
ceiving  financial  assistance  while  attending  college;  all  individuals 
applying  for  various  officer  programs;  Marine  Corps  Reserve  enlist¬ 
ees  who  are  serving  on  their  6  months  active  duty  prior  to  return  to 
Organized  Marine  Corps  Reserve  unit  maintaining  their  record;  Per¬ 
sonnel  enlisted  in  the  Marine  Corps  Reserve  assigned  to  a  formal 
school  upon  enlistment;  Secondary  school  students  who  participated 
in  the  Marine  Corps  Youth  Physical  Fitness  meet  held  annually  in 
Washington,  D  C  ,  and  the  coach  fielding  each  team;  Any  individual 
recommended  for  enlistment  in  the  Marine  Corps  by  a  recruiting 
officer  even  though  the  applicant  does  not  meet  the  enlistment  re¬ 
quirements  set  forth  in  current  guidance  as  set  forth  by  the  Comman¬ 
dant  of  the  Marine  Corps. 

Categories  of  records  in  the  system: 

All  files  contain  Name  (Last,  First,  Middle,  (maiden,  if  any),  Jr., 
Sr.),  social  security  number,  home  of  record.  Files  relating  specifical¬ 
ly  to  enlistment  or  officer  procurement  contain  citizenship,  sex,  race, 
ethnic  group,  present  address,  marital  status,  number  of  dependents, 
date  of  birth,  religious  preference,  highest  grade  completed,  selective 
service  system  data,  foreign  language  and  skill,  driver's  license  infor¬ 
mation,  mental  and  aptitude  test  results,  medical  examination  result, 
delayed  enlistment  program  information,  accession  data,  educational 
experience,  citizenship  verification,  history  of  prior  military  service, 
names  of  relatives  to  include  date  and  place  of  birth,  present  address 
and  citizenship,  listing  of  commercial  life  insurance  policies  and 
number,  relatives  and  alien  friends  living  in  foreign  countries  to 


include  name  and  relationship,  age,  occupation,  address  and  citizen¬ 
ship,  all  previous  residences  since  10th  birthday,  previous  employ¬ 
ment  record  to  include  company  name  and  address,  job  title  and 
supervisor's  name,  data  concerning  previous  employment  by  foreign 
governments,  prior  membership  in  youth  programs,  history  of  foreign 
travel.  Declarations  from  the  individual  concerning;  previous  rejec¬ 
tion  by  the  Armed  Forces  of  the  United  States,  conscientious  objec¬ 
tor  status,  previous  deserter  status,  retired  pay,  disability  allowance, 
or  severence.  pay  or  a  pension  from  the  Government  of  the  United 
States,  status  as  an  only  child;  understandings  by  the  applicant;  date 
of  interview  and  name,  organization,  title  of  interviewer;  history  of 
prior  use  of  drugs  except  as  prescribed  by  a  licensed  physician;  prior 
intentional  sniffing  of  glue,  hairspray  or  other  chemical  fumes;  prior 
use,  purchase,  possession  or  sale  of  illegal  or  controlled  drugs  except 
as  prescribed  by  a  licensed  physician;  marital  status  and  dependency; 
membership  in  groups  for  purpose  of  unlawful  overthrow  of  the 
Government;  history  and  record  of  involvement  with  police  or  judi¬ 
cial  authorities;  parental/guardian  consent  for  enlistment;  enlistment 
options;  current  income;  whether  own,  buying,  or  renting  present 
residence;  outstanding  debts  to  include  total  amounts  and  monthly 
payments;  status  of  savings  account  and  checking  account;  spouses' 
employment  and  monthly  income;  police  checks;  character  refer¬ 
ences;  record  of  prior  service;  court  documents;  marriage  certificates; 
birth  certificates;  record  of  medical  examination;  record  of  medical 
history;  medical  consultations  statement  of  personal  history;  divorce 
decrees;  death  certificates;  photographs;  high  school  diploma;  college 
I  diploma;  grade  transcript;  General  Educational  Development  certifi¬ 
cates  of  High  School  equivalency;  sole  surviving  son  statements; 
statement  of  understanding;  wife's  consent  form;  applications  for 
General  Educational  Development  certificates  of  High  School  equi¬ 
valency.  Files  relating  to  Marine  Corps  Reserve  personnel  on  active 
duty  contain  information  pertaining  to  name,  social  security  number, 
sex,  unit  of  assignment,  home  of  record,  education.  Armed  Services 
Vocational  Aptitude  Battery  Test  scores,  vision,  military  occupation¬ 
al  specialty  training  information.  Quota  Serial  Number,  training  au¬ 
thorized. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  officials  and  employees  of  the  Marine  Corps  in  the  execution  of 
their  official  duties  with  regard  to  personnel  procurement  and  prob¬ 
lems  which  develop  as  a  result  thereof;  maintained  to  assist  recruiters 
and  Officer  Selection  Officers  in  contacting  possible  applicants  for 
the  Marine  Corps. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation  to 
inspections,  investigations,  legal  action. 

Reserve  Unit  commander  and  administrative  personnel,  to  monitor 
return  of  enlistee  to  unit  and  provide  information  on  anticipated  unit 
strength  and  status;  To  make  available  emergency  data  information. 

Recruiting  Station  and  Inspector-Instructor  Staff  Personnel  in  their 
assigned  duties. 

To  provide  Headquarters,  U  S  Marine  Corps  information  on  those 
individuals  attending  the  Marine  Corps  Youth  Physical  Fitness  na¬ 
tional  championship. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folder.  Records  are  maintained  in  areas  acces¬ 
sible  only  to  authorized  personnel. 

Retrievability: 

Individuals  listed  in  alphabetical  order  according  to  program. 

Safeguards: 

Access  is  limited  to  Reserve  unit  command,  recruiting,  and  admin¬ 
istrative  personnel  and  law  enforcement  or  Federal  agents  upon  pres¬ 
entation  of  proper  credentials. 

After  working  hours  the  office  and  building  are  locked. 

Retention  and  disposal: 

Maintained  for  two  years  or  until  prospect,  applicant,  candidate  or 
reservist  changes  status. 

System  managerts)  and  address: 

Commander  of  unit  holding  file. 

Notification  procedure: 

Write  or  visit  SYSMANAGER  Provide  full  name,  social  security 
number,  and  military  status.  Proof  of  identity  may  be  established  by 
military  identification  card  or  DD-214  and  driver's  license. 

Record  access  procedures: 
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The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appeahng  initial  determinations  by  the  Individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

High  School  Lists,  DD  214’s,  Prospect  interviews/Referrals,  Local 
Newspapers,  Youth  Fitness  programs,  individual  contacts.  Marine 
Corps  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00035 

System  name: 

Truth  Teller/Static  Listings 
System  location: 

The  Commandant  of  the  Marine  Corps 
Headquarters.  U  S  Marine  Corps 
Washington,  D  C  20380 
Categories  of  individuals  covered  by  the  system: 

All  present  and  former  members  of  the  U  S  Marine  Corps 
Categories  of  records  hi  the  system: 

The  system  comprises  non-automated  records  of  basic  information 
(Name,  Military  Service  Number/Social  Security  Number,  Pay 
Entry  Base  Date,  Home  of  Record  (Slate  and  County)  and  Date  of 
Birth)  pertaining  to  all  individuals  who  ever  serv^  in  the  U  S 
Marine  Corps. 

Authority  for  maintenance  of  the  system: 

Title  10,  U  S  Code  Section  5201 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  Headquarters,  U  S  Marine  Corps  for 
making  necessary  identification  of  members  and  former  members  of 
the  U  S  Marine  Corps  in  connection  with  official  business  and  in 
response  to  inquiries  received  at  the  Headquarters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folders,  Binders  and  Microfilm  Cartridges 
Retrievability: 

Name,  Military  Service  Number  and  Social  Security  Number 
Safe^ards: 

Records  maintained  in  locked  room.  Building  employs  security 
guards. 

Retention  and  disposal: 

Permanent 

System  manager(s)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380 
Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Comman¬ 
dant  of  the  Marine  Corps  (Code  MSRB),  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380.  The  letter  should  contain  the  full 
name,  social  security  number  and  signature  of  the  requester. 

The  individual  may  visit  Headquarters,  U  S  Marine  Corps,  Colum¬ 
bia  Pike  and  Arlington  Ridge  Road,  Arlington,  Virginia,  room  1206. 
Proof  of  identification  may  consist  of  his  active,  reserve  or  retired 
ide'ntification  card,  his  Armed  Forces  Report  of  Transfer  or  Dis¬ 
charge  (DD214),  his  discharge  certificate,  his  driver’s  license  or  by 
providing  such  other  data  sufficient  to  insure  that  the  individual  is 
the  subject  of  the  inquiry. 

Record  access  procedures: 

Information  may  be  obtained  from: 

Commandant  of  the  Marine  Corps  (Code  MSRB) 

Headquarters,  U  S  Marine  Corps 
Washington.  D  C  20380 
Telephone  Area  Code  202/694-1043 
Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Enlistment  and  Officer  Acceptance  Contracts 


Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00036 

System  name: 

Identification  Card  Control 

System  location: 

All  United  States  Marine  Corps  units. 

Categories  of  individuals  covered  by  the  system: 

Regular  and  Reserve  Marines  including  retired  and  disability  re¬ 
tired  and  their  dependents  who  have  been  issued  an  Identification 
Card. 

Categories  of  records  in  the  system: 

Log  book  contains  name,  rank,  social  security  number,  and  card 
numt^r,  issue  date,  expiration  date,  signature  of  person  card  issued  to 
and  signature  of  issuing  person. 

Authority  for  maintenance  of  the  system: 

Title  5,.  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  maintain  accountability  for  serialined  Identification  Cards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

These  records  are  kept  in  a  log  book. 

Retrievability: 

By  type  card,  chronologically  by  date  also  retrievable  by  name. 

Safeguards: 

The  log  books  are  stored  in  a  locked  container  in  a  location  which 
is  locked  after  working  hours.  A  guard  is  located  in  the  general  area. 

Retention  and  disposal: 

Two  years  from  date  of  closing  entry. 

System  manageris)  and  address: 

Unit  Commanders. 

Notification  procedure: 

Write  or  visit  SYSMANAGER  Provide  full  name,  social  security 
number,  and  military  status.  Proof  of  identity  may  be  established  by 
military  identification  card  or  DD  214  and  driver’s  license. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Officers  Qualification  Record/Service  Record  Book  of  individual 
application  for  dependents  priviledge  card,  correspondence  from 
Ileadquarters,  U  S  Marine  Corps. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

M.MN00037 

System  name: 

Library  Patron  File 

System  location: 

System  is  decentralized  -  maintained  at  Marine  Corps  commands, 
organizations  and  activities  having  libraries. 

Categories  of  individuals  covered  by  the  system: 

All  active,  reserve  and  retired  military  personnel,  their  dependents, 
and  others  who  are  entitled  to  use  and  borrow  material  from  Marine 
Corps  libraries. 

Categories  of  records  in  the  system: 

The  library  patron  file  may  contain  the  following  information 
pertinent  to  each  individual;  name;  rank;  social  security  number; 
organization  and  organization  address  and  phone  number;  home  ad¬ 
dress  and  home  phone  number;  names  and  ages  of  dependents;  title  of 
materials  borrowed:  date  borrowed;  date  due;  date  returned;  and 
notation  of  monetary  settlement  if  borrowed  material  was  lost  or 
damaged. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code.301 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  •  By  officials  and  employees  of  the 
Marine  Corps  in  connection  with  their  assigned  duties. 

Department  of  Defense  and  it's  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Card  Files. 

Retrievability: 

File  alphabetically  by  la.st  name  of  patron. 

Safeguards: 

Library  is  locked  when  not  in  use.  Only  authorized  personnel  have 
access  to  records  during  working  hours. 

Retention  and  disposal: 

Records  are  maintained  for  up  to  seven  years,  based  on  library 
usage.  After  retention  period  records  are  destroyed. 

System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from  the  library  in  question;  address¬ 
es  are  as  contained  in  the  Navy  Standard  Distribution  List  (OPNAV 
PO9B3-107). 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  commander 
of  the  Marine  Corps  command,  organization  or  activity  that  main¬ 
tains  the  library  in  question. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  social  security  number,  organization  to  which  assigned 
when  library  facility  utilized,  and  current  address. 

For  personal  visits  the  individual  should  be  able  to  provide  accept¬ 
able  personal  identification  during  normal  hours  of  library  operation. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Information  is  obtained  from  individual  concerned,  library  director 
and  library  staff. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00038 

System  name: 

Amateur  Radio  Operator's  File 

System  location: 

Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system: 

All  amateur  radio  operators  who  operate  at  Marine  Corps  activi¬ 
ties. 

Categories  of  records  in  the  system: 

File  contains  name.  Federal  Communications  Center  license 
number,  operating  frequency,  type  of  equipment  and  home  address. 

Authority  for  maintenance  of  the  system: 

Title  5.  U  S  Code  301 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Communications  Center  personnel  -  To  ensure  proper  radio  man¬ 
agement  at  Marine  Corps  activities 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

3x5  card  in  metal  file  box. 

Retrievability: 

Alphabetical 

Safeguards: 

Security  area. 

Retention  and  disposal: 

Destroyed  upon  departure  from  Marine  Corps  activity 

System  manager(s)  and  address: 

Commanding  OIJicer  of  activity  concerned.  See  Directory  of  De¬ 
partment  of  the  Navy  mailing  addresses.  i 

Notification  procedure: 

Information  may  be  obtained  from: 

Commanding  Officer  of  activity  concerned. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  Sysmanager. 

Written  requests  for  information  should  contain  the  full  name  and 
grade  of  the  individual. 

For  personal  visit,  the  individual  should  be  able  to  provide  valid 
personal  identification  such  as  an  employee  badge,  driver's  license, 
medicare  card,  etc. 

,  Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  and  appealing  initial  deter¬ 
minations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Individual 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00039 

System  name: 

Amateur/Citizen  Band  Radio  Operation  Request  and  Authoriza¬ 
tion  File 

System  location: 

Communication  Electronics  Office,  Marine  Corps  activities 

Categories  of  individuals  covered  by  the  system: 

All  personnel  who  desire  to  operate  amateur/citizen  band  radios  at 
Marine  Corps  installations. 

Categories  of  records  in  the  system: 

(Amateur/Citizen  Band  Radio  Operation  Request  and  Authoriza¬ 
tion  Form). 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Provides  authorization  for  personnel  to  operate  amateur/citizen 
band  radio  and  provides  controls  for  the  use  of  these  radios.  Used  by 
requestor  as  authorization  to  operate.  Used  by  CEO  as  record  of 
authorization. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Papers  filed  in  three-ring  binder. 

Retrievability: 

Numerically  by  card  number. 

Safeguards: 

Located  in  a  secure  area  that  is  manned  on  a  24-hour  basis. 

Retention  and  disposal: 

Retained  for  one  (1)  year  and  if  not  renewed,  the  form  is  destroyed 
by  burning  or  shredding. 

System  manager(s)  and  address: 

Commanding  Officer  of  activity  in  question.  See  Directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Request  information  from  SYSMANAGER 
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Record  access  procedures: 

Rules  for  access  may  be  obtained  from  SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Individual  requester  and  Communication  Electronics  Ofiicer. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00040 

System  name: 

Individual  Training  Records/Files  for  Training  Related  Matters 

System  location: 

System  is  decentralized  -  maintained  at  all  Marine  Corps  com¬ 
mands,  organizations  and  activities.  Regular  and  Reserve. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  'assigned,  attached  to  or  serving  with  a 
Marine  Corps  command,  activity  or  organization  to  include  recruit 
training,  formal  military  schools,  operational  units  and  training  facili¬ 
ties. 

Categories  of  records  in  the  system: 

The  individual  training  record  may  contain  the  following  informa¬ 
tion  pertinent  to  each  individual;  name,  rank,  social  security  number, 
age,  sex,  military  occupational  speciahy  or  sp^ialties,  date  joined 
unit,  date  of  end  of  active  service,  date  of  birth,  proficiency  and 
conduct  scores,  physical  fitness  test  scores,  rifle  and  pistol  qualifica¬ 
tion  scores,  gas  mask  size,  blood  type,  leadership  proficiency,  military 
school  and  correspondence  course  records  and  results,  special  train¬ 
ing  qualifications,  weight  and  physical  characteristics,  medical  record 
extracts  addressing  weight  control  and  physical  fitness,  human  rela¬ 
tions  training  experience,  troop  information  exposure,  general  mili¬ 
tary  subject  test  results,  water  survival  qualification,  instructor  quali¬ 
fications,  specialized  equipment  qualification,  personal  counseling  rec¬ 
ords,  foreign  language  qualifications,  inspection  results,  etc. 

In  the  case  of  recruit  training,  special  data  as  reflects  remedial 
training,  counseling,  weakness  or  excellence,  recruit  questionnaires 
and  reading  evaluations  may  be  included. 

For  personnel  attending  formal  schools,  evaluation  information  and 
data  reflecting  successful  completion  or  termination  for  cause  may  be 
included. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters  Marine  Corps  and  Marine  Corps  commands,  activi¬ 
ties  and  organizations  -  By  officials  and  employees  of  the  Marine 
Corps  in  connection  with  their  a.ssigaed  duties. 

Department  of  Defense  and  it’s  Components  •  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters*  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purs'iew  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  loose-leaf  notebooks  and  card  index 
files. 

Retrievability: 

Files  are  retrievable  by  name  and  cross  filed  by  social  security 
number. 

Safeguards- 


Records  are  retained  in  controlled  access  areas  and  handled  by 
trained  and  cleared  personnel  on  a  strict  ’need-to-know’  basis. 

Retention  and  disposal: 

Files  are  retained  during  the  period  the  individual  is  assigned  to 
the  activity  maintaining  the  record.  Upon  transfer  of  the  individual 
concerned,  records  are  transferred  with  the  individual  or  destroyed. 

In  the  case  of  Drill  instructor  or  Recruit  records,  records  are 
maintained  for  four  years  after  departure  of  individual,  then  de¬ 
stroyed. 

System  managerts)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from  the  commander  of  the  Marine 
Corps  command,  organization  or  activity  to  which  the  individual  is 
assigned  for  duty  or  training. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  commander 
of  the  command,  organization  or  activity  to  which  assigned  for  duty 
or  training.  Addresses  are  as  contained  in  the  Navy  Standard  Distri¬ 
bution  List  (OPNAV  PO9B3-I07). 

Written  requests  should  contain  name,  rank,  social  security  number 
and  dates  assigned  to  the  activity  addressed.  In  cases  where  individu¬ 
al  attended  a  formal  school,  name  of  course  and  course  number 
should  be  included  if  available. 

Personal  visits  may  be  made  to  the  activity  in  question  any  normal 
work  day  between  8:00  a.m.  -  4:30  p.m.  For  personal  visits  individual 
should  be  able  to  provide  valid  personal  identification. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Training  performance,  evaluations,  on-the-job  performance  evalua¬ 
tions,  individual  and  instructor  evaluations.  Individual  Service  Rec¬ 
ords,  Manpower  Management  System,  test  and  inspection  results  and 
training  correspondence  addressing  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00041 

System  name: 

Non-Appropriated  Fund  (NAF)  Employee  and  Applicant  Person¬ 
nel  Records 

System  location: 

Marine  Corps  commands  employing  NAF  personnel 

Categories  of  individuals  covered  by  the  system: 

Personnel,  to  include  off-duty  military  personnel,  applying  to  or 
hired  by  Marine  Corps  commands  which  salaries  are  paid  with  NAF, 

Categories  of  records  in  the  system: 

Records  may  contain  any  of  the  following  documents  and  informa¬ 
tion  on  NAF  employees  -  name,  home  address,  home  and  office 
telephone  number,  social  security  number,  employee  application,  per¬ 
sonal  history  statement,  reference  data,  education,  work  experience, 
photograph,  work  permit,  union  participation,  date  of  birth,  emergen¬ 
cy  contact  information,  employee  number,  military  grade  (if  applica¬ 
ble),  job  description,  job  assignment,  application  for  group  insurance 
and  retirement  plans  (or  signed  waiver),  leave  and  pay  data,  perform¬ 
ance  reviews,  reports  of  physical  examinations,  reports  of  accident/ 
traffic  violations,  warning  notices  of  excessive  absence  and  tardiness, 
reports  of  grievances  hearings/disciplinary  action,  record  of  court 
attendance,  certified  copy  of  completed  military  orders  for  any 
annual  duty  tours  with  recognized  military  Reserve  organizations, 
security  clearance  data,  bad  debt  notices,  employment  compensation 
documents,  commendations  and  awards,  separation  information,  and 
official  correspondence. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

Marine  Corps  commands  -  By  officials  and  employees  of  respective 
commands  in  the  execution  of  assigned  duties  pertaining  to  manage¬ 
ment  and  administration  of  NAF  personnel  resources  to  include  em¬ 
ployment  acceptability,  assignments,  pay,  promotion,  performance 
evaluations,  security,  growth  potential,  leave,  awards,  benefits  and 
entitlements,  disciplinary  and  grievance  proceedings,  appeals,  dis- 
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crimination  complaints,  retirement,  separation,  terminations,  physical 
evaluations  and  audits. 

By  court  order  in  connection  with  matters  before  a  federal,  state 
or  municipal  court. 

By  agents  of  the  Federal  Bureau  of  Investigation,  Secret  Service 
and  Naval  Investigative  Service  in  connection  with  matters  under  the 
jurisdication  of  these  investigative  bodies  up<'>n  presentation  of  cre¬ 
dentials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Paper  records  in  file  folders  and  binders  and  magnetic  tape. 

Re4rievability; 

Alphabetically  and  by  social  security  number 

Safeguards: 

Respective  commands  employ  one  or  more  safeguards  such  as 
locked  containers,  kx:ked  rixims,  locked  buildings,  access  by  author- 
ize‘d  personnel  only,  and  employment  of  security  guards. 

Retention  and  disposal: 

Records  are  maintained  for  period  of  employment  plus  two  years. 
Records  of  employees  transferring  to  another  NAF  activity  are  trans¬ 
ferred  to  the  new  activity.  Records  of  separated  employees  are  trans¬ 
ferred  to  the  National  Personnel  Records  Center,  1 1 1  Winnebago 
Street,  St.  Louis,  Missouri  63118. 

System  managcr(s)  and  address: 

Commandant  of  the  Marine  Corps,  Headquarters.  U.  S.  Marine 
Corps.  W’ashington,  D  C.  20380. 

Notification  procedure: 

Information  may  be  obtained  from  the  comm.and  at  which  the 
individual  is  employed.  Addresses  are  as  listed  in  the  Navy  Standard 
Distribution  List  (OPNAV  PO9B3-107). 

Record  access  procedures: 

Individuals  may  visit  or  request  information  by  correspondence  to 
the  command  as  listed  in  the  Navy  Standard  Distribution  List 
(OPNAV  PO9B3-107). 

Written  requests  for  information  should  contain  the  full  name  of 
the  requester,  his  social  security  number  and  his  signature. 

For  personal  visits,  the  individual  will  be  required  to  provide  such 
proof  of  identification  as  his  driver's  license,  his  active,  reserve  or 
retired  identification  card,  his  Armed  Forces  Report  of  Transfer  or 
Discharge  (DD  From  214)  or  such  other  data  sufficient  to  insure  that 
the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Employee  applications,  personal  interviews,  former  employers  and 
supervisors,  investigative  and  law  enforcement  agencies,  originators 
of  correspondence,  employee  references,  schtxils,  physicians  and  em¬ 
ploying  command. 

Systems  exempted  from  certain  provisions  of  the  act; 

None 

MMN00042 

System  name: 

Marine  Corps  I.ocator  Files 

System  location: 

System  is  decentralized  -  maintained  at  Marine  Corps  commands, 
organizations  and  activities. 

Categories  of  individuals  covered  by  the  system: 

A  Ltx;ator  File  of  Assigned  Military  and  Civilian  Personnel 

Categories  of  records  in  the  system: 

Locator  files  may  contain  any  of  the  following  information  on 
Officer,  Enlisted  and  Civilian  personnel  assigned  to  respective  com¬ 
mands.  organizations  and  activities  of  the  Marine  Corps:  name,  rank/ 
grade,  date  of  rank,  selection  for  promotion,  social  scurity  number, 
billet  title,  lineal  number.  Table  of  Organization  line  number,  home 
address  and  telephone  number,  office  code,  riwm  number  and  tele¬ 
phone  number,  new  mailing  address  of  transferred  personnel,  prior 
mailing  address  of  newly  a.ssigned  pers<mnel,  marital  status,  name  of 
sptvuse,  names  of  children,  name  and  address  of  next  of  kin.  Military 
Occupational  Specialty,  date  of  birth,  pay  entry  base  date,  expiration 
of  active  service  date,  home  state,  educational  background,  state 
where  admitted  to  bar,  identification  badge  number,  payroll  number, 
government  vehicle  drivers  license  date,  rotatu>n  tour  date,  overseas 


control  date,  date  reported  to  respective  command,  organization  or 
activity,  occupation  address  and  telephone  number  for  irractive  re¬ 
serves  and  security  clearance  data. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Marine  Corps  Commands,  Organizations  and  Activities  -  By  offi¬ 
cials  and  employees  of  respective  commands,  organizations  and  activ¬ 
ities  in  the  execution  of  assigned  duties  such  as  mail  and  employee 
directory  services,  social,  official  and  semi-official  functions,  emer¬ 
gency  recall  functions,  mail  distribution,  employee  welfare  functions, 
dissemination  of  information,  ceremonial  functions,  and  duty  rosters. 

Department  of  Defense  and  it’s  Components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
Joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

U  S  Postal  Service  -  By  duly  designated  Postal  Officials  pertaining 
to  matters  properly  within  the  purview  of  the  U  S  Postal  Service. 
'  The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  slate  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Books,  cards,  rosters,  strip  files,  file  folders,  loose  leaf  binders,  log 
book.s,  embossed  plates,  microfilm/fiche  or  magnetic  records  and 
discs. 

Retrievability: 

The  data  contained  on  magnetic  records  can  be  displayed  on 
cathixie-ray  tubes,  computer  printed  on  pd^ier,  and  converted  to 
microform  for  information  retrieval;  the  data  in  file  folders  and  other 
dcK'uments  is  retrieved  manually.  Normally,  all  types  of  records  are 
retrieved  by  S(K.'ial  Security  Number  and  name. 

Safeguards: 

Marine  Corps  commands,  organizations  and  activities  employ  one 
or  more  safeguards  such  as  limited  controlled  distribution,  employ¬ 
ment  of  security  guards,  accessibility  by  authorized  personnel  only, 
locked  containers,  locked  r(X)ms  or  locked  building. 

Retention  and  disposal: 

Permanent.  Updated  as  required. 

System  manager(s)  and  address: 

The  Commandant  of  the  Marine  Corps.  Headquarters.  U  S  Marine 
Corps.  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from  the  individual  command,  orga¬ 
nization  or  activity  to  which  individuals  are  a.ssigned  for  duty.  Ad¬ 
dresses  are  as  listed  in  the  Navy  Standard  Distribution  List  (OPNAV 
PO9B3-107). 

Record  access  procedures: 

Individuals  may  visit  or  request  information  by  correspondence  to 
the  individual  command,  organization  or  activity  as  listed  in  the 
Navy  Standard  Distribution  List  (OPNAV  PO9B3-107). 

Written  requests  for  information  should  contain  the  full  name  of 
the  requester,  his  Social  Security  Numlxir  and  his  signature. 

For  personal  visits,  the  individual  will  be  required  to  provide  such 
pnxif  of  identification  as  his  drivers  license,  his  active,  reserve  or 
retired  identification  card,  his  Armed  Forces  Reptirt  of  Transfer  or 
Discharge  (DD  Form  214)  or  such  other  data  sufficient  to  insure  that 
the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  rtx'ords  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 
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Service  Record  Book,  Officer  Qualification  Record,  Manpower 
Management  System,  Reserve  Personnel  Management  Information 
System,  Unit  Diaries,  Combined  Lineal  Lists  of  active  duty  and 
reserve  commissioned  and  Warrant  Officers,  Tables  of  Organization, 
Official  Orders,  Civilian  Personnel  records,  other  Marine  ^rps  acti* 
vites,  and  individuals  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00043 

System  name: 

Marine  Corps  Recreation  Property  Records  and  Facilities 
System  location: 

Marine  Corps  activities  maintaining  recreation  files. 

Categories  of  individuals  covered  by  the  system: 

Authorized  personnel  to  utilize  special  services  facilities 
Categories  of  records  in  the  system: 

Usage  data  records  on  each  activity 
Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  management  personnel  to  record  usage. 

Marine  Corps  activities  and  organization  -  By  Marine  Corps  offi¬ 
cials  and  employees  in  executing  their  assigned  duties. 

Department  of  Defense  and  its  components  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
duties. 

Congress  of  the  U.  S.  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U.  S.  or  any  committee  or  subcommittee  of  joint  commit¬ 
tee  on  matters  within  their  jurisdiction  requiring  disclosure  of  the 
files. 

The  Comptroller  General  of  the  U.  S.  -  By  the  Comptroller  Gen¬ 
eral  or  any  of  his  authorized  representatives  in  the  course  of  the 
performance  of  duties  of  the  General  Accounting  Office  relating  to 
the  Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

In  paper  records  in  file  folders. 

Card  files  and  usage  lo^s. 

Retrievahility: 

Alphabetical  by  name  for  property  records. 

By  activity  usage  logs. 

Safeguards: 

Records  are  maintained  in  a  metal  file  in  the  recreation  property 
compound  and  athletic/recreation  office.  During  non-operating 
hours,  the  activity  is  locked. 

Retention  and  disposal:  * 

Usage  lo^  are  maintained  for  one  to  four  years. 

Until  equipment  is  returned  or  recreation  fund  is  reimbursed. 

System  managers)  and  address: 

Local  Commanding  Officers.  See  Directory  of  Department  of  the 
Navy  mailing  addresses. 

Notification  procedure: 

Local  Commander 
Record  access  procedures: 

Information  may  be  obtained  from  local  Commander. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  and  appealing  initial  deter¬ 
minations  may  be  obtained  from  the  Sysmanager. 

Record  source  categories: 

Individual  activities,  individuals,  ID  cards 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMN00045  , 

System  name: 

Automated  Systematic  Recruiting  Support  System  (ASRSS) 

System  location: 

The  system  will  be  operated  at  each  Recruiting  Station,  District 
Headquarters,  and  Marine  Corps  Recruit  Depot  within  the  Marine 
Corps.  See  organizational  elements  of  the  U.  S.  Marine  Corps  as 
listed  in  the  Di^ctory  of  the  Department  of  the  Navy  Activities. 


Categories  of  individuals  covered  by  the  system: 

All  Marine  Corps  Regular  and  Reserve  recruits. 

Categories  of  records  in  the  system: 

File  contains  information  voluntarily  provided  by  recruits  as  con¬ 
tained  on  the  Application  for  Enlistment  -  Armed  Forces  of  the 
United  States. 

Authority  for  maintenance  of  the  system: 

Title  10,  U.  S.  Code  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Marine  Corps  Recruiting  Stations  -  Ensure  that  a  member  of  the 
Delayed  Entry  Pool  is  shipped  to  Marine  Corps  Recruit  Depot  on 
the  appropriate  date.  Ensure  that  recruits  are  not  retained  in  the 
Delayed  Entry  Pool  longer  than  the  authorized  period.  Give  proper 
credit,  e.g..  Meritorious  Appointment  to  Private  First  Class,  to  re¬ 
cruits  who  have  referred  other  enlistees  to  the  Marine  Corps.  Keep 
-track  of  recruits  who  successfully  complete  recruit  training  for  subse¬ 
quent  assistance  as  recruiter  aides  while  on  recruit  leave. 

Marine  Corps  District  Headquarters  -  Monitor  the  status  of  acces¬ 
sions  by  category,  e.g..  Mental  Group;  losses  from  the  Delayed 
Entry  Program  recruiter  performance  by  ’waiver  code.’ 

Marine  Corps  Recruit  Depot  -  Ensure  that  those  recruits  shipped 
from  various  recruiting  stations  and  Armed  Forces  Examining  and 
Entrance  Stations  (AFEES)  arrive  at  the  Marine  Corps  Recruit 
Depot  on  schedule.  Trace  recruiter  malpractice  allegations  to  the 
proper  source. 

Headquarters,  U.  S.  Marine  Corps  -  Monitor  accessions  by  pro¬ 
gram  option/guarantee.  Match  total  accessions  throughout  the  coun¬ 
try  to  demographic  data  available  through  the  Recruit  Market  Net¬ 
work.  Track  Reserve  accessions  by  Reserve  unit.  Military  Occupa¬ 
tional  Specialty  (MOS),  and  availability  for  active  service  training. 
Respond  to  Congressional  inquiries  on  individual  cases  in  a  timely, 
accurate  manner. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  file  will  be  stored  via  on-line  magnetic  disk  with  backup  on 
magnetic  tape.  Backup  audit  trail  record  will  be  available  at  the 
point-of-entry. 

Retrievahility: 

Standard  reports  and  ad  hoc  retrievals  are  generated  from  remote 
terminals  using  a  data  base  management  system.  Additionally,  up¬ 
dates  and  record  browsing  may  be  accomplished  in  the  interactive 
mode  through  keying  Social  Security  Number. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  that  are  properly  screened,  cleared,  and  trained. 

’Hard  copy’  or  paper  output  from  the  system  is  stored  in  locked 
containers. 

System  software  contains  user  passwords  to  lock  out  unauthorized 
access. 

Softw’are  contains  partitions  to  limit  access  to  appropriate  organi¬ 
zational  level. 

Retention  and  disposal: 

On-line  magnetic  records  will  be  maintained  for  one  year  after 
completion  of  recruit  training.  Records  are  then  retired  to  a  ’history 
file’  where  they  will  be  retained  for  a  period  of  four  (4)  years  and 
then  destroyed. 

System  manager(s)  and  address:  ^ 

Commandant  of  the  Marine  Corps  (Attn;  Deputy  Chief  of  Staff  for 
Manpower),  Headquarters,  U.  S.  Marine  Corps,  Washington,  D.  C. 
20380. 

Notification  procedure: 

Requests  from  individuals  for  information  concerning  their  ASRSS 
records  should  be  addressed  to  the  Commandant  of  the  Marine  Corps 
(Code  M PI-40),  U.  S.  Marine  Corps,  Washington,  D.  C.  20380. 
Requesting  individual  should  supply  full  name  and  Social  Security 
Number. 

The  requester  may  also  visit  any  Marine  Corps  Recruiting  Station 
to  determine  whether  ASRSS  contains  records  pertaining  to  him  or 
her.  In  o.der  to  personally  visit  a  Recruiting  Station  and  obtain 
information,  individuals  must  present  proper  identification  such  as 
military  identification,  if  a  service  member,  driver’s  license,  or  some 
other  suitable  prtx)f  of  identity. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 
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Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  Recruiting  Station,  Marine  Corps  Recruit  Depot,  and  the 
individual  recruit  are  the  sources  of  the  information  contained  in  the 
ASRSS  record  for  that  person. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMTOOOOI 

System  name: 

Dependent  (Title  6)  Schools  Records  System 

System  location: 

Dependent  (Title  6)  Schools  located  at  Marine  Corps  installations. 

Categories  of  individuals  covered  by  the  system: 

All  students  enrolled  in  Dependent  (Title  6)  Schools  location  at 
Marine  Corps  installations. 

Categories  of  records  in  the  system: 

System  consists  of  individual  student  records,  master  schedule, 
student  schedule,  student  class  lists,  student  scheduling  cards,  etc. 
Information  consists  of  student  academic  performance,  attendance, 
discipline,  activities,  aptitude,  health  and  emergency  record  data  to 
properly  administer  and  assist  the  student  while  enrolled  in  the  par¬ 
ticular  school  or  school  system. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.S.  Code  and  Title  6  U.S.  Code  ' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Dependent  (Title  6)  School  and 
school  systems  in  the  execution  of  their  assigned  duties. 

Marine  Corps  -  By  officials  and  employees  of  the  Marine  Corps  in 
the  execution  of  their  assigned  duties. 

Other  Federal  Agencies  -  By  officials  and  employees  of  other 
Federal  Agencies  in  the  execution  of  their  assigned  duties  as  such 
duties  pertain  to  Dependent  (Title  6)  Schools. 

State  and  Local  Education  Agencies  •  By  officials  and  employees 
of  state  and  local  education  agencies  in  the  execution  of  their  official 
duties  as  such  duties  pertain  to  Dependent  (Title  6)  Schrx)ls. 

Courts  -  By  officials  and  employees  of  local,  state,  and  federal 
courts  as  dictated  by  court  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders,  machine  workable  cards,  and 
other  Data  Processing  mediums. 

Retricvability: 

Information  is  retrieved  by  student  name  or  student  number. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel  and  handled  by  personnel  who  have  been  cleared  and  trained 
in  handling  of  personnel  information. 

Retention  and  disposal: 

Records  are  maintained  during  the  period  of  student  enrollment 
and  for  a  period  of  up  to  three  years  after  student  departure  from  the 
rolls  of  the  school.  Records  are  then  destroyed  or  retired  to  the 
Army  Records  Center,  St  Louis,  Missouri. 

System  managerfs)  and  address: 

Superintendent  of  the  school  system  in  which  the  particular  stu¬ 
dent  is  enrolled. 

Notification  procedure: 

Information  may  be  obtained  from  the  particular  school  or  school 
system  in  which  the  student  is  enrolled:  Commanding  General  (Attn: 
Supt  Depn  Scol)  Marine  Corps  Base,  Quantico,  Virginia  221.^4;  Com¬ 
manding  General.  (Attn:  Supt  Depn  Scol),  Marine  Corps  Base,  Camp 
Lejeune,  North  Carolina  28542;  Commanding  Officer,  (Attn:  Supt 
Depn  Scol),  Marine  Corps  Air  Station,  Beaufort,  South  Carolina 

Record  access  procedures: 

The  rules  for  access  to  records  may  be  obtained  from  the  appropri¬ 
ate  Sysmanager. 

Contesting  record  procedures: 

Rules  for  contesting  the  contents  of  records  and  appealing  initial 
determinations  by  the  iildividual  concerned  may  be  obtained  from  the 
appropriate  Sysmanager. 


Record  source  categories: 

Information  is  obtained  from  individual  concerned,  his  teachers, 
administrators,  and  other  profes.sional  health  and  educational  person¬ 
nel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MMT00002 

System  name: 

Marine  Corps  Institute  Correspondence  Training  Records  System 

System  location: 

Marine  Corps  Institute,  Box  1775,  Washington,  D.  C.  20013 

Categories  of  individuals  covered  by  the  system: 

All  enrollees  in  Marine  Corps  Institute  correspondence  courses. 

Categories  of  records  in  the  system: 

Records  contain  information  for  identifying  enrollees.  their  ad¬ 
dresses,  their  progress  in  the  course  of  study,  and  the  results  of  their 
final  examinations. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.  S.  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U.  S.  Marine  Corps  and  Marine  Corps  commands, 
activities,  and  organizations  for  use  by  officials  and  employees  of  the 
Marine  Corps  in  matters  relating  to  their  assigned  duties. 

Upon  request  and  with  the  consent  of  the  individual  concerned, 
transcripts  of  course  completions  are  provided  to  academic  institu¬ 
tions  for  evaluation  for  academic  credit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  microfiche,  magnetic  tape,  and  magnetic  disks. 

Retrievability: 

Name  and  SSN. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  During  non¬ 
working  hours,  the  doors  to  the  Institute  are  locked. 

Retention  and  disposal: 

Retained  indefinitely. 

System  manager(s)  and  address: 

Student  Services  Officer,  Marine  Corps  Institute,  Marine  Barracks, 
Box  1775,  Washington,  D.  C.  20013 

Notification  procedure: 

Apply  in  writing  to  SYSMANAGER.  Provide  full  name,  scK'ial 
security  number  or  service  number,  date  of  completion  or  enroll¬ 
ment,  course  number,  and  course  title. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  — 

Information  in  the  system  is  obtained  from  enrollment  applications 
and  subsequent  forms  submitted  by  the  enrollee,  from  the  individual's 
commanding  officer,  from  the  Marine  Corps  Manpower  Management 
System,  and  from  Marine  Corps  Automated  Services  Center,  Kansas 
City. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MRSOOOOI 

System  name: 

Reserve  Personnel  Management  Information  System  (REFMIS) 

System  location: 

Primary  System  -  Marine  Corps  Automated  Services  Center.  1500 
East  Bannister  Road,  Kansas  City,  Missouri  64131 

Decentralized  Segments  -  Input  to  the  system  is  limited  to  the  unit 
diary  submission  of  the  Marine  Corps  Reserve  unit  to  which  the 
individual  is  assigned  for  administration.  Output  from  the  system  is 
available  at  the  following  locations:  Department  of  Defense,  Head¬ 
quarters,  U  S  Marine  Corps,  4th  Marine  Division,  4th  Marine  Air¬ 
craft  Wing,  6th  Marine  Corps  District  Headquarters  and  the  Marine 
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Corps  Reserve  unit  to  which  the  individual  is  assigned.  Addresses  of 
each  Distribution  List  (OPNAV-PO9B3-107). 

Categories  of  individuals  covered  by  the  system: 

Marine  Corps  Reservists  in  the  Selected,  .Individual  Ready,  Stand¬ 
by.  and  Fleet  Marine  Corps  Reserve  categories. 

Categories  of  records  in  the  system: 

File  contains  the  master  personnel  records  to  include  personal 
identification,  education,  training,  military  occupational  specialties, 
contractual  agreements,  and  other  data  required  for  effective  person¬ 
nel  management  and  administration. 

Authority  for  maintenance  of  the  system; 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Headquarters,  U  S  Marine  Corps  and  Marine  Corps  commands, 
activities  and  organizations  •  By  officials  and  employees  of  the 
Marine  Corps  in  the  execution  of  their  official  duties. 

Department  of  Defense  and  its -C^omponents  -  By  officials  and 
employees  of  the  Department  in  the  performance  of  their  official 
^  duties. 

The  Attorney  General  of  the  U  S  -  By  officials  and  employees  of 
the  Office  of  the  Attorney  General  in  connection  with  litigation,  law 
enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  as  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies. 

Courts  -  By  officials  of  duly  established  local,  state  and  federal 
courts  as  a  result  of  court  order  pertaining  to  matters  properly  within 
the  purview  of  said  court. 

Congress  of  the  U  S  -  By  the  Senate  or  the  House  of  Representa¬ 
tives  of  the  U  S  or  any  Committee  or  subcommittee  thereof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committee  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the.  files. 

The  Comptroller  General  of  the  U  S  -  By  the  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Marine  Corps. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Information  is  contained  on  magnetic  tapes  and  disks. 

Retrievability: 

Information  is  retrieved  by  social  security  number 

Safeguards: 

Records  are  maintained  in  facilities  accessible  only  to  authorized 
personnel  that  are  properly  screened,  and  trained. 

Retention  and  disposal: 

Records  are  retained  for  six  months  after  separation  of  the  individ¬ 
ual  Marine  reservist.  After  six  months,  records  are  destroyed  except 
for  an  historical  listing  of  separations  which  is  recorded  on  micro¬ 
fiche  for  permanent  retention  at  the  Marine  Corps  Reserve  Forces 
Administrative  Activity,  Kansas  City  Missouri. 

System  manageris)  and  address: 

The  Commandant  of  the  Marine  Corps,  Headquarters,  U  S  Marine 
Corps,  Washington,  D  C  20380. 

Notification  procedure: 

Information  may  be  obtained  from: 

The  Commandant  of  the  Marine  Corps  (Code  RES) 

Headquarters,  U  S  Marine  Corps 
Federal  Office  Building  2 
W'ashington,  D  C  20380 
Telephone:  Area  Code  202/694-1842 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  The  Comman¬ 
dant  of  the  Marine  Corps  (Code  RES),  Headquarters.  U  S  Marine 
Corps,  Washington,  D  C.  20380 

Written  requests  for  information  should  contain  the  individual’s  full 
name,  social  security  number  and  signature. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  military  identification  card,  driver's 
license  or  other  type  of  identification  bearing  picture  and  signature  to 
insure  the  individual  is  the  subject  of  the  inquiry. 

Contesting  record  procedures: 

The  Marine  Corps  rules  for  contesting  contents  and  appealing 
initial  determinations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

The  individual  having  administrative  responsibility  for  the  Marine. 


The  Marine  Corps  Reserve  Forces  Administrative  Activity. 

Authorized  personnel  of  Headquarters,  U  S  Marine  Corps. 

Systems  interface  with  active  force  joint  uniform  military  pay 
system/manpower  management  system. 

Educational  Institutions. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MRS00003 

System  name: 

Employment  Referral  Questionnaire  for  Members  of  Reserve  Units 

System  location: 

May  be  retained  by  all  Inspector-Instructor  Staffs. 

Categories  of  individuals  covered  by  the  system: 

All  Reservists  who  desire  assistance  in  obtaining  civilian  employ¬ 
ment. 

Categories  of  records  in  the  system: 

Resume  on  each  individual  which  may  include  member's  sex,  age, 
social  security  number,  education,  past  civilian  employment,  past 
military  experience,  present  civilian  employment,  type  of  employ¬ 
ment  desired,  type  driver’s  license,  preferred  location  of  employment, 
present  address  and  marital  status. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301  •  , 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

May  be  used  by  members  of  the  reserve  unit  and  the  Inspector- 
Instructor  Staff  to  assist  in  finding  civilian  employment  for  the  re¬ 
questing  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

May  be  on  paper  or  cards  in  binder  or  file  folder. 

Retrievability: 

Alphabetically  by  last  name,  may  also  be  by  type  employment 
desired,  area  employment  desired  in,  rank  or  age. 

Safeguards: 

After  working  hours  the  office  and  building  are  locked.  A  guard  is 
located  in  the  general  vicinity. 

Retention  and  disposal: 

One  year  after  employment  is  found  or  member  is  transferred  or 
discharged. 

System  manageris)  and  address: 

Inspector-Instructor. 

Notification  procedure: 

Write  or  visit  SYSMANAGER  Provide  full  name,  social  security 
number,  and  military  status.  Proof  of  identity  may  be  established  by 
military  identification  card  or  DD-214  and  driver’s  license. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Application  form  from  individual  requesting  assistance  and  service 
records. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MRS00004 

System  name: 

Individual  Drill  Attendance  and  Retirement  Transaction  Card 
(IDART)  File 

System  location: 

All  Organized  Marine  Corps  Reserve  Units  and  Marine  Corps 
Reserve  Administrative  Activity,  Kansas  City,  Missouri. 

Categories  of  individuals  covered  by  the  system: 

Maintained  on  all  members  of  the  reserve  unit. 

Categories  of  records  in  the  system: 
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Individual's  name,  rank,  social  security  number,  pay  entry  base 
date,  expiration  of  reserve  contract,  a  record  of  drill  attendance  for 
the  current  calendar  year,  by  month,  and  retirement  points  awarded. 

Authority  for  maintenance  of  the  system: 

Title  5,  U  S  Code  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Unit  command  and  administrative  personnel.  Maintain  records  of 
the  drill  attendance  and  reserve  retirement  credit  points  awarded 
members  of  the  unit. 

Officials  and  employees  of  the  Naval  Service  and  General  Ac¬ 
counting  Office  in  the  execution  of  their  official  duties  in  relation  to 
inspections,  investigations,  legal  action. 

Policies  and  practices  for  storing,  retrieving,  accc.ssing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  t 

File  cards  in  box  in  metal  file  cabinet. 

Rctrievability: 

Alphabetically  by  last  name. 

Safeguards: 

File  maintained  in  a  locked  metal  file  cabinet. 

After  working  hours  the  office  and  building  are  locked.  A  guard  is 
located  in  the  general  vicinity. 

Retention  and  disposal: 

Annual  cards  are  retired  in  January  following  the  year  for  which 
the  card  is  maintained.  Cards  are  kept  for  three  years  after  retirement 
and  then  burned.  Upon  transfer  of  a  reservist,  the  ID.ART  is  trans¬ 
ferred  with  the  service  record  book. 

System  manager($)  and  address: 

Headquarters,  U  S  Marine  Corps.  Commanding  Officer  and  In¬ 
spector  instructor  of  Organized  Marine  Corps  Reserve  unit. 

Notification  procedure: 

Write  or  visit  Inspector-Instructor  or  Commanding  Officer  of  the 
Organized  Marine  Corps  Reserve  Unit  concerned.  Provide  full  name, 
social  security  number,  and  military  status.  Proof  of  identity  may  be 
established  by  military  identification  card  or  DD-214  and  driver’s 
license. 

Record  access  procedures: 

Write  or  call  in  person  to  the  Inspector-Instructor  or  Commanding 
Officer  of  the  Organized  Marine  Corps  Reserve  Unit  concerned. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 

Service  records  and  unit  attendance  rosters. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

MTEOOOOl 

System  name: 

Telephone  Billing/ Accounting  File 

System  location: 

All  Marine  Corps  activities  maintaining  telephone  accounts. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel,  civilian  contractors,  concessions,  and 
Marine  Corps  sponsored  activities  that  are  provided  unofficial  gov¬ 
ernment  telephone  service. 

Categories  of  records  in  the  system: 

Files  contain  name,  social  security  number,  grade,  military  address, 
telephone  number  assigned  to  individuals  in  the  system,  civilian  con¬ 
tractor’s  business  address  and  business  telephone  numbers,  ledger  of 
itemized  telephone  service  charges  and  payments,  receipted  bills, 
requests  for  service,  account  number,  addressograph  plate,  cash  col¬ 
lection  vouchers  for  telephone  deposits,  and  routine  correspondence. 

Authority  fur  maintenance  of  the  system: 

Title  10,  U.S.  Code 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  the  system  is  used  by  Marine  Corps  activities  to 
show  amounts  owed  and  paid  for  telephone  service  on  a  monthly 
basis.  Information  is  also  used  by  Marine  Corps  activities  to  provide 
telephone  directory  service  for  residents  of  government  quarters  to 
include  printing  and  distribution  of  a  quarters  telephone  directory 


and  allow  telephone  operators/base  locator  to  provide  quarters  tele¬ 
phone  numbers  upon  request  except  for  unlisted  numbers.  Other  uses 
include  management  of  telephone  number  assignments,  and  a  listing 
of  delinquent  accounts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  cards  are  maintained  in  filing  cabinets  and  KARDEX  files 
or  in  file  folders. 

Retrievability: 

Information  acces.sed  and  retrieved  by  name,  address  or  telphone 
number. 

Safeguards: 

Records  are  maintained  in  an  area  accessible  only  to  authorized 
personnel  and  are  under  constant  supervision.  The  building  is  locked 
during  non-working  hours  and  someone  is  on  duty  24  hours  a  day. 

Retention  and  disposal: 

Records  remain  active  until  individual  leaves  the  Marine  Corps 
activity  concerned.  Records  are  then  t.'ansferred  to  an  inactive  file 
for  four  years  and  then  destroyed. 

System  managcr($)  and  address: 

Commanding  Officer  of  activity  concerned.  See  Directory  of  De¬ 
partment  of  the  Navy  mailing  addres.ses. 

Notification  procedure: 

Information  may  be  obtained  from  the  individual  command  to 
which  an  individual  is  assigned  for  duty.  Addres.scs  of  individual 
commands  are  listed  in  the  Navy  Standard  Distribution  List 
(OPNAV  P09B-107). 

Record  access  procedures: 

Written  requests  from  individuals  should  be  addressed  to  the  Com¬ 
manding  Officer  of  the  activity  concerned.  Activity  addresses  are  as 
reported  in  the  Navy  Standard  Distribution  List. 

Written  requests  should  include  name  and  social  security  number 
and  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  the 
proper  military  or  civilian  identification. 

Contesting  record  procedures: 

The  rules  for  access  to  records  and  for  contesting  contents  and 
appealing  initial  determination  by  the  individual  may  be  obtained 
from  the  Sysmanager. 

Record  source  categories: 

Application  of  the  individual  desiring  telephone  service  in  govern¬ 
ment  housing  aboard  the  activity. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 


UNITED  STATES  NAVY 

REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  .only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  ,  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
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may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency's  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to.  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  A- 19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROin  INE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFHCE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 


authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 

NOOOll  COl 

System  name: 

Correspondence  files 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

These  are  files  kept  by  subject,  name  of  correspondent  (Congress¬ 
man,  contractor,  other  member  of  public,  etc.,)  or  name  of  recipient. 

Categories  of  records  in  the  system: 

Incoming  and  outgoing  correspondence  and  related  material. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  'follow-up'  on  previous  correspondence,  for  reference  pur¬ 
poses,  to  assure  consistency  of  policy,  and  for  other  official  Navy 
business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  Number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageKs)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  C02 

System  name: 
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Vehicle  Control  System 

System  location; 

Organizational  elements  of  the  IDepartment  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  that  have  vehicles  registered  at  a  particular  Navy 
installation;  and  all  individuals  who  apply  for  Government  Motor 
Vehicle  Operator’s  License. 

Categories  of  records  in  the  system; 

Alphabetical  file  of  each  individual  who  have  vehicles  registered 
or  who  have  applied  for  a  Government  Motor  Vehicle  Operator’s 
License.  Files  kept  by  month,  individual's  name,  date  of  birth,  SSN, 
height,  weight,  hair  and  eye  color,  place  of  employment,  driving 
record,  license  number,  etc. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  a  car  pool  locator,  vehicle  registration,  parking  control 
system,  insurance  verification  system  to  verify  issue  of  license  when 
individual  has  lost  his  or  her  operator’s  card,  and  may  be  referred  to 
by  security  or  safety  officials  to  determine  individual’s  previous  driv¬ 
ing  record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards:  , 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  managerts)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  investigators 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  C03 

System  name: 

Special  Membership  Listing  of  the  Organizational  Recreation  As¬ 
sociation 

System  location; 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

This  file  records  the  name  of  all  members  who  join  the  particular 
ship  or  activity  recreation  association.  Also  cros.sfiled  by  number  of 
membership  card. 

Categories  of  records  in  the  systm: 

This  record  lists  the  names,  internal  codes,  room  and  telephone 
numbers  of  each  membership  card  and  dates  purchased. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  indicate  income  from  sale  of  membership  cards;  to  provide  an 
audit  trial  for  the  auditors;  and  to  confirm  membership,  upon  request. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addres.ses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concern,  other  records  of  the  activity^  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  C04 

System  name: 

Organization  Locator  and  Social  Roster 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  personnel  attached  to  the  activity;  also  may 
include  military  and  civilian  personnel  of  the  Department  of  Defense 
and  other  government  agencies;  may  also  include  family  members 
and  guests  of  military  and  civilian  personnel;  other  invitees. 

.  Categories  of  records  in  the  system: 

Manual  or  mechanized  records.  Includes  information  such  as 
names,  addresses,  telephone  numbers;  official  titles  or  positions  and 
organizations;  invitations,  acceptances,  regrets,  protocol,  and  other 
information  associated  with  attendents  at  functions.  Locator  records 
of  personnel  attached  to  the  organization. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  locating  individuals  on  routine  and  emergency  matters.  Often 
used  for  mail  distribution,  for  forwarding  addresses,  and  as  a  recall 
list.  Also,  may  be  used  as  a  social  roster  for  social  reference  for 
various  official  and  non-official  functions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape,  and  similar 
record  formats. 

Retrievability: 

Name,  SSAN,  number,  organization,  function. 

Safeguards: 

Access  provided  on  a  need  to  know  basis. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addres.ses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 
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The  agency's  rules  Tor  access  to  record  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  correspon¬ 
dents,  directories  and  official  publications. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  JOl 

System  name: 

Administrative  Personnel  Management  System 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Assigned  civilians,  military,  and  contract  employees. 

Categories  of  records  in  the  system: 

Identification,  location,  routine  and  emergency  assignments,  func¬ 
tional  responsibilities,  clearance,  educational  and  experience  charac¬ 
teristics,  grade  or  rank/rate,  travel,  and  other  data  needed  for  person¬ 
nel,  line,  and  security  management. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Preparation  of  rosters  and  locators,  contact  with  appropriate  per¬ 
sonnel  in  emergencies,  continuity  of  operations  planning  and  execu¬ 
tion,  determination  of  clearance  for  access  control,  budget  and  man¬ 
power  control,  minority  and  occupation  statistics,  labor  costing,  cus¬ 
tomer  billing,  watch  bill  preparation,  civilian  grade  control,  and 
similar  administrative  uses  requiring  personnel  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape,  microform. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  JOlO 

System  name: 

Navy  and  Marine  Corps  Exchange  and  Commissary  Sales  Control 
and  Security  Files 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  listed  in 
the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 


Customers,  employees,  and  guests  at  Navy  and  Marine  Corps  Ex¬ 
changes  and  Commissaries,  including  individuals  making  large  dollar 
volume  purchases  and  contract  purchases;  individuals  having  request¬ 
ed  adjustments  or  made  claims;  individuals  having  previously  passed 
bad  cjfiecks  or  been  apprehended  for  shoplifting. 

Categories  of  records  in  the  system: 

Sales  and  contract  records;  lists,  logs,  or  card  records  of  individ¬ 
uals;  claims  and  adjustment  records;  large  volume  purchase  records; 
mail  orders,  and  customer  special  order  records,  customer  list;  corre¬ 
spondence.  Records  of  complaints  and  investigations  of  regulatory 
and  criminal  violations. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Sales  control  and  prevention  and  detection  of  abuse  of  privileges. 
Determine  responsibility  when  there  are  violations  of  regulations  or 
criminal  statutes.  Information  may  be:  Provided  to  local,  state,  or 
federal  organizations,  including  the  Naval  Investigative  Service  and 
to  the  Federal  Bureau  of  Investigation  for  further  investigation  or 
prosecution;  used  by  command  legal  personnel  for  prosecution  of 
military  offenses  and  other  administrative  action;  provided  to  the 
Department  of  Justice  in  support  of  civil  litigation;  provided  to 
officials  of  other  federal  agencies  in  connection  with  the  performance 
of  their  official  duties  reluted-to  personnel  administration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tape,  discs,  drums, 
and  punched  cards.  Manual  records  may  be  stored  in  file  folders  or 
microform,  in  file  cabinets  or  other  containers. 

Retrievability: 

Automated  and  manual  records  may  be  retrieved  by  social  security 
account  number  and/or  name.  ' 

Safeguards: 

Access  is  provided  on  a  need-to-know  basis,  only.  Automated 
records  are  located  in  restricted  areas  accessible  only  to  authorized 
persons.  Manual  records  and  computer  printouts  are  maintained  in 
locked  or  controlled  access  areas. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  S212.SB,  Disposal  of  Navy  and  Marine  Corps  Records. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  system  manager. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individuals  concerned,  other  records  of  the  activity  concerned, 
other  records  of  activity  investigators,  witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552a0)  or  (k), 
as  applicable.  For  additional  information,  contact  the  system  man¬ 
ager. 

NOOOll  JOll 

System  name: 

Safety  Equipment  Needs,  Issues,  Authorizations 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  listed  in 
the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Personnel  whose  work  requires  them  to  wear,  or  are  issued,  pro¬ 
tective  clothing  or  equipment,  including  prescription  safety  lenses. 

Categories  of  records  in  the  system: 

Listings,  cards,  and  other  records  of  individuals  requiring,  author¬ 
ized,  or  issued  prescription  or  other  safety  equipment. 
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Authority  for  maintenance  of  the  system: 

S  U.S.C.  301,  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  safety  department  personnel  to  determine  who  needs,  is  eligi¬ 
ble,  or  has  been  authorized  or  issued  prescription  or  other  safety 
equipment  for  protection. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Card  index  files,  file  folders  in  file  drawers,  or  microform. 

Retrievability: 

By  name  or  date  of  authorization  or  issue.  ' 

Safeguards: 

Controlled  access  space  or  locked  rooms;  personnel  screening. 

Retention  and  disposal: 

Secretary  of  the  Navy  Instruction  5212.5B,  Disptisal  of  Navy  and 
Marine  Corps  Records. 

System  managerts)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses.  . 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  may  be  obtained  from  the  System 
Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  access  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individuals  to  whom  the  records  pertain. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

NOOOll  J02 

System  name: 

Access  control  system 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Individuals  considered  or  seeking  consideration  for  access  to  space 
under  the  control  of  the  Department  of  the  Navy. 

Categories  of  records  in  the  system: 

Visit  requests  for  permission  to  transact  commercial  business,  bar¬ 
ring  lists  and  letters  of  exclusion,  badge  and  pass  issuance  records. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Maintenance  of  all  aspects  of  proper  access  control,  replacement  of 
lost  badges,  retrieval  of  passes  upon  separation,  maintenance  of  visi¬ 
tor  statistics  and  background  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  s}  stem: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  (ape. 

Retrievability: 

Name.  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 


The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  investigators,  • 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

.NOOOll  J03 

System  name: 

Security  Incident  System 

System  location: 

Org.anizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  (he  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Individuals  involved  in  or  witnessing  incidents  requiring  the  atten¬ 
tion  of  base,  station,  or  activity  security  personnel. 

Categories  of  records  in  the  system: 

Incident/complaint  report,  investigator’s  report,  military  magis¬ 
trate's  records,  confinement  records,  traffic  accident  and  violation 
records,  traffic  court  file,  citations  to  appear  before  U.  S.  Magistrate. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Evidence  in  Uniform  Court  of  Military  Justice  and  Title  18  USC 
1382  Proceedings;  Criminal  investigation;  provided  to  state  or  federal 
law  enforcement  agencies  including  Naval  Investigative  Service.  De¬ 
fense  Investigative  Service,  and  Federal  Bureau  of  Investigation  for 
further  criminal  investigation  or  court  action;  used  by  command  legal 
personnel  for  prosecution  of  military  offenses  and  other  administra¬ 
tive  action;  suppi>rt  of  insurance  claims  and  civil  litigation,  revoca¬ 
tion  of  base,  station,  or  activity  driving  privileges. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  managerts)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories; 

Individual  concerned,  other  records  of  the  activity,  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: , 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

NOOOll  J04 

System  name: 

Weaptins  Registration 

System  location: 
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Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Individuals  registering  firearms  or  other  weapons  with  station  se¬ 
curity  officers. 

Categories  of  records  in  the  system: 

Weapon  registration  records,  weapon  permit  records. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  assure  proper  control  of  wea(wns  on  Naval  installations  and  to 
monitor  and  control  purchase  and  disposition  of  weapons. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  managerfs)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  other  records  of  activity,  investigators,  wit¬ 
nesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  JOS 

System  name: 

Security  inspection  and  violation  system 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addres.ses. 

Categories  of  individuals  covered  by  the  system: 

Individuals  involved  in  security  violations. 

Categories  of  records  in  the  system: 

Security  violation  reports,  security  inspection  reports. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  identify  problem  areas  in  security  indoctrination,  alert 
command  management  officials  to  areas  which  present  larger  than 
normal  security  problems  and  identify  personnel  who  are  cited  as 
responsible  for  non-compliance  with  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 


System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  other  records  of  the  activity,  investigators, 
witnesses,  correspondents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

'  NOOOll  J06 

System  name: 

Blood  Donor  Program  Files 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addres.ses. 

Categories  of  individuals  covered  by  the  system: 

Personnel  donating  blood  or  seeking  replacement  of  blood. 

Categories  of  records  in  the  system: 

BUxxl  donation  records.  Blood  replacement  requirement  records. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Emergency  blood  request  by  blood  type,  recognition  and  identifi¬ 
cation  of  donors,  and  replacement  of  blood  provided  to  cover  indi¬ 
viduals.  Records  are  available  to  American  Red  Cross. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN.  Case  number,  organization. 

Safeguards:  " 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  office. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  fur  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

American  Red  Cross,  blood  donors,  hospitals,  persons  seeking  re¬ 
placement  of  blood. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  JOT 

Sy  stem  name: 

Combined  Federal  Campaign 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individnals  covered  by  the  system: 


Federal  Rcgisicr  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74559 


All  assigned  personnel. 

Categories  of  records  in  the  system: 

Extracts  from  payroll  systems  and  administrative  personnel  man¬ 
agement  systems.  Contributor  cards. 

Authority  for  maintenance  of  the  system; 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Management  of  Combined  Federal  Campaign.  Data  released  to 
campaign  coordinators. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  ofiice. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Payroll  files,  administrative  personnel  files,  contributors. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  JOS 

System  name: 

Pet  Registration 
System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  mailing  addres.ses. 
Categories  of  individuals  covered  by  the  system: 

Owners  of  pets  residing  on  Naval  property. 

Categories  of  records  in  the  system: 

Owner’s  name  and  pet  tag. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  for  registration  of  pets  to  ensure  appropriate  innocula- 
tions  and  assist  in  the  identification  of  rightful  owners. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  omce. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manageris)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System  Manager. 


Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Veterinary  records  and  statements  provided  by  pet  owners. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOOll  J09 

System  name: 

Administrative  Civilian  Personnel  Management  System 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  indicat¬ 
ed  in  the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees,  including  intermittents  and  consultants,  and 
applicants  for  civilian  employment. 

Categories  of  records  in  the  system: 

Identification,  location,  routine  and  emergency  assignements,  clear¬ 
ance,  educational  and  experience  characteristics,  travel,  retention 
group,  grade  and  series,  retirement  category,  pending  actions, 
awards,  property  custody,  personnel  action  dates,  physical  handicaps 
and  health  data,  veterans  preference,  mutual  aid  assosication  member¬ 
ship,  union  membership,  qualifications,  and  other  data  needed  for 
personnel,  line,  and  security  management. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations  " 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Preparation  of  rosters  and  locators;  contact  with  appropriate  per¬ 
sonnel  in  emergencies;  determination  of  clearance  for  access  control; 
budget  and  manpower  control;  minority,  employment,  and  occupa¬ 
tion  statistics;  labor  costing;  projection  of  retirement  losses;  control 
of  personnel  actions;  employment  verification  to  requesting  banking, 
rental,  and  credit  organizations;  travel  claim  control;  name  change 
location;  checklist  prior  to  leaving  activity;  payment  of  mutual  aid 
a.ssociation  benefits;  employee  assessment;  training  management; 
qualifications  determinations;  and  similar  administrative  uses  requir¬ 
ing  personnel  information.  Used  by  Navy  officials  who  have  need  of 
the  information  in  the  performance  of  their  duties  and  by  representa¬ 
tives  of  the  Civil  Service  Commission,  the  Comptroller  General,  the 
General  Services  Administration,  the  Attorney  General,  labor  organi¬ 
zations  with  exclusive  recognition,  the  Senate  and  the  Hou.se  of 
Representatives  and  their  committees  and  subcommittees,  and  arbitra¬ 
tors  and  hearing  examiners  for  grievances  and  appeals.  In  some  cases, 
contractors  are  used  in  processing  this  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files,  punched  cards,  magnetic  tape,  magnetic 
disc. 

Retrievability: 

Name,  SSAN,  Case  number,  organization. 

Safeguards: 

Access  provided  on  a  need  to  know  basis  only.  Locked  and/or 
guarded  oifice. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  managcr(s)  and  address: 

Commanding  officer  of  the  activity  in  question.  See  directory  of 
Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Apply  to  System'  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager.  ’ 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 
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Record  source  categories: 

Individual,  employment  papers,  other  records  of  the  organization, 
ofTicial  personnel  jackets,  supervisors,  official  travel  orders,  educa¬ 
tional  institutions,  applications. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00013  A 

System  name: 

JAG  Manual  Investigative  Records 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  21)  Navy  Depart¬ 
ment  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system: 

Any  individual  who  participated  in,  who  was  involved  in,  who 
incurred  an  injury,  disease,  or  death  in,  who  was  intoxicated  (drugs 
or  alcohol)  during,  before,  or  after,  or  who  had  an  interest  in  any 
accident,  incident,  transaction,  or  situation  involving  or  affecting  the 
Department  of  the  Navy,  naval  personnel,  or  any  procedure,  oper¬ 
ation,  material,  or  design  involving  the  Department  of  the  Navy. 

Categories  of  records  in  the  system: 

The  records  contain  all  documented  evidence  relevant  to  the  item 
under  investigation,  together  with  an  investigating  officer's  report, 
w  hich  makes  findings  of  fact  and  expresses  opinions  and  recommen¬ 
dations,  the  reviewing  authority’s  actions  which  either  approved  or 
modified  the  investigating  officer’s  report  or  returned  the  entire 
record  for  further  investigation  or  remedial  action  to  perfect  the 
record,  and,  the  results  of  hearings  afforded  persons  who  incurred 
injuries  and  diseases,  to  allow  them  to  explain  or  rebut  adverse 
information  in  the  record.  The  Judge  Advocate  General’s  corre¬ 
spondence  to  locate  and  obtain  required  investigations  is  also  includ¬ 
ed  in  the  record.  Some  records  contain  only  a  field  command’s 
explanation  as  to  why  investigation  is  not  required,  together  with 
documents  pertinent  to  this  lack  of  requirement.  Some  records  con¬ 
tain  only  an  accident,  injury,  or  death  report,  prepared  for  the  De¬ 
partment  of  the  Navy  by  the  Army,  Air  Force,  Coast  Guard,  or 
other  agency  under  reciprocal  agreements,  in  situations  where  the 
Navy  or  Marine  Corps  could  not  conduct  the  investigation. 

Authority  for  maintenance  of  the  system: 

Requirement  that  enlisted  men  make  up  time  lost  due  to  miscon¬ 
duct  or  abuse  of  alcohol  or  drugs  (  10  U.S.C.  972(5)  );  retirement  or 
separation  for  physical  disability  (10  U.S.C.  1201-1221);  Executive 
Order  11476,  Manual  for  Court-Martial,  par.  133b;  Uniform  Code  of 
MiliUry  Justice,  10  U.S.C.  815,  832,  869,  873,  935,  936,  and  938-940; 
Military  Claims  Act  (10  U.S.C.  2733);  Foreign  Claims  Act  (10  U.S.C. 
3724,  2734a,  2734b);  Emergency  payment  of  claims  (10  U.S.C.  2736); 
Non-scope  claims  (10  U.S.C.  2737);  Duties  of  Secretary  of  the  Navy 
(10  U.S.C.  5031);  Duties  of  the  Offipe  of  the  Chief  of  Naval  Oper¬ 
ations  (10  U.S.C.  5081-5082,  5085-5088);  Duties  of  the  Bureaus  and 
Offices  of  the  Department  of  the  Navy  and  duties  of  the  Judge 
Advocate  General  (10  U.S.C.  5131-5153);  Duties  of  the  Commandant 
of  the  Marine  Corps  (U.S.C.  5201);  Reservist’s  disability  and  death 
benefits  (10  U.S.C.  6148);  Requirement  of  exemplary  conduct  (10 
U.S.C.  5947);  Promotion  of  accident  and  occupational  safety  by  Sw- 
retary  of  the  Navy  (10  U.S.C.  7205);  Admiralty  claims  (10  U.S.C. 
7622-23);  Public  Vessels  Act  (46  U.S.C.  781-790);  Suits  in  Admiralty 
Act  (46  U.S.C.  741-752);  Admiralty  Extension  Act  (46  U.S.C.  740); 
Transportation  Safety  Act  (49  U.S.C.  1901);  Federal  Tort  Claims  Act 
(28  U.S.C.  1346,  2671-2680);  Financial  liability  of  accountable  officers 
(31  U.S.C.  82,  89-92);  Military  Personnel  and  Civilian  Employee’s 
Claims  Act  of  1964,  as  amended  (31  U.S.C.  240243);  Federal  Claim 
Collection  Apts  (31  U.S.C.  71-75,  951-953);  Forfeiture  of  pay  for  time 
lost  due  to  incapacitation  caused  by  alcohol  or  drug  use  (37  U.S.C. 
802);  Eligibility  for  certain  veterans  benefits  (38  U.S.C.  105);  Postal 
claims  (39  U.S.C.  712);  Medical  Care  Recovery  Act  (42  U.S.C.  2651- 
2653);  General  authority  to  maintain  records  (5  U.S.C.  301);  Records 
management  by  agency  heads  (44  U.S.C.  3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

JAG  Manual  Investigative  Records  are  u.sed  internally  within  the 
Department  of  the  Navy  as  bases  for  evaluating  procedures  oper¬ 
ations,  material,  and  designs  with  a  view  to  improving  the  efficiency 
and  safety  of  the  Department  of  the  Navy;  determinations  concerning 
status  of  personnel  regarding  disability  benefits,  entitlements  to  pay 
during  periods  of  disability,  severance  pay;  retirement  pay,  increases 
of  pay  for  longevity,  survivors’  benefits,  and  involuntary  extensions 
of  enlistments,  dates  of  expiration  of  active  obligated  service  and 
accrual  of  annual  leave;  determinations  concerning  relief  of  account¬ 
able  personnel  from  liability  for  losses  of  public  funds  or  property; 


determinations  pertaining  to  disciplinary  or  punitive  action  and  evalu¬ 
ation  of  petitions,  grievances,  and  complaints;  adjudication,  pursuit, 
or  defense  of  claims  for  or  against  the  Government;  and  public 
information  releases.  Records  of  such  investigations  are  routinely 
furnished  to  the  Veterans  Administration  for  use  in  determinations 
concerning  entitlements  to  veterans  and  survivors’  benefits;  to  Serv¬ 
icemen’s  Group  Life  Insurance  administrators  for  determinations  con¬ 
cerning  payment  of  life  insurance  proceeds;  to  the  U.S.  General 
Accounting  Office  for  purposes  of  determinations  concerning  relief 
of  accountable  personnel  from  liability  for  losses  of  public  funds  and 
related  fiscal  matters;  to  the  Department  of  Justice  for  use  in  litiga¬ 
tion  involving  the  Government;  to  agents  and  authorized  representa¬ 
tives  of  persons  involved  in  the  incident,  for  use  in  legal  or  adminis¬ 
trative  matters;  to  contractors  for  use  in  connection  with  settlement, 
adjudication,  or  defense  of  claims  by  or  against  the  Government,  and 
for  use  in  design  and  evaluation  of  products,  services,  and  systems;  to 
agencies  of  the  Federal,  State,  or  local  law  enforcement  authorities, 
court  authorities,  administrative  authorities,  and  regulatory  authori¬ 
ties,  for  use  in  connection  with  civilian  and  military  criminal,  civil, 
administrative,  and  regulatory  proceedings  and  actions.  Additionally, 
these  records  may  be  furnished  to  other  components  of  the  Depart¬ 
ment  of  Defense  in  connection  with  the  above-stated  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  documents  stapled  together  (with  real  evidence,  if  any,  at¬ 
tach^)  in  paper  file  folders  and  stored  in  metal  file  cabinets,  on 
shelves,  and  in  cardboard  boxes. 

Retrievability: 

Records  are  filed  in  calendar  year  groupings  by  surname  of  indi¬ 
vidual,  bureau  number  of  aircraft,  name  of  ship,  hull  number  of 
unnamed  watercraft,  or  vehicle  number  of  Government  vehicles. 
Incidents  are  topically  cross-referenced. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  spaces  in  which  the  file  cabinets  and  storage  devices  are 
located  are  locked  outside  official  working  hours. 

Retention  and  disposal: 

The  records  are  retained  permanently.  All  naval  activities  which 
prepare  JAG  Manual  Investigative  Records,  or  which  are  intermedi¬ 
ate  addresses,  typically  retain  duplicate  copies  in  local  files  for  a  two- 
year  period. 

System  managerfs)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law)  Office  of  the  Judge 
Advocate  General  Navy  Department  Washington,  D.C.  20370 

Notification  procedure: 

'Information  may  be  obtained  by  written  request  to  the  system 
manager.  The  request  must  contain  the  following:  (a)  an  adequate 
description  of  the  individual  about  whom  the  record  is  retained  (e.g.. 
full  name,  date  of  birth,  etc.);  (b)  the  calendar  year  to  be  search^, 
and  the  approximate  date  of  the  incident  which  was  the  subject  of 
the  investigation;  (c)  a  signed  and  notarized  statement  of  the  identity 
of  the  requester;  (d)  the  present  mailing  address  of  the  requester, 
including  ZIP  code;  (e)  the  present  day-time  telephone  number  of  the 
requester,  including  area  code;  (0  the  request  must  be  signed  by  the 
individual.  No  telephone  inquiries  will  be  processed. 

Record  access  procedures: 

Requests  from  individuals  for  access  should  be  addressed  to  the 
system  manager.  The  request  must  include  a  signed  and  notarized 
statement  of  identity.  Personal  visits  may  be  made  to: 

Office  of  the  Judge  Advocate  General  (Code  21) 

Investigations  Division 
Room  2516,  Navy  Annex 
Navy  Department 
Washington,  D.C.  20370 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Records  of  JAG  Manual  Investigations  are  compilations  of  evi¬ 
dence,  information,  and  data  concerning  the  circumstances  of  inci¬ 
dents,  accidents,  events,  transactions,  and  situations,  prepared  by  ad¬ 
ministrative  fact-finding  bodies  for  utilization  by  proper  authorities  in 
making  determinations,  decisions,  or  evaluations  relating  to  the  mat¬ 
ters  under  investigation.  Records  may  contain:  (1)  testimony  or  state¬ 
ments  of  individuals  who  are  parties  to  the  investigations,  witnesses. 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74561 


and  others  having  pertinent  knowledge  concerning  matters  under 
investigation;  (2)  documentary  evidence,  typically  including  records 
and  reports  of  military  or  Federal,  State,  or  foreign,  civilian  law- 
enforcement  investigative,  judicial,  or  corrections  authorities;  medical 
records  and  reports,  investigations  and  accident  and  injury  reports 
prepared  by  Federal,  State,  or  foreign  governmental  agencies  or 
other  organizations  or  persons;  court  records  and  other  public  rec¬ 
ords;  official  logs  and  other  official  naval  records;  letters  and  corre¬ 
spondence;  personnel,  pay,  and  medical  records;  financial  records, 
receipts,  and  cost  estimates;  publications,  and  other  pertinent  docu¬ 
ments  and  writings;  (3)  pertinent  real  evidence;  and  (4)  pertinent 
demonstrative  evidence. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00013  O 

System  name: 

Roster,  Naval  Reserve  Law  Companies 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  62)  Department  of 
the  Navy,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system: 

Listing  of  law  program  officers  in  Naval  districts  having  cogni¬ 
zance  over  Reserve  affairs;  listing  of  Naval  Legal  Service  Offices; 
listing  of  .he  staff  of  the  Director,  Naval  Reserve  Law  Programs; 
listing  of  Naval  Reserve  Law  Company  commanding  officers;  and 
listing  of  members  of  the  law  companies. 

Categories  of  records  in  the  system: 

Roster  contains  names  and  locations  of  personnel  associated  with 
Naval  Reserve  Law  Programs;  names  of  members  of  law  companies, 
social  security  number,  rank,  home  and  office  addresses,  name  of 
spouse,  and  telephone  numbers. 

Authority  for  maintenance  of  the  system: 

10  use  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  roster  is  issued  for  the  purpose  of  facilitating  and  promoting 
liaison  between  Naval  Reserve  Law  Companies,  law  program  offi¬ 
cers,  the  Director,  Naval  Reserve  Law  Programs,  and  his  staff,  and 
the  Navy's  legal  assistance  program.  It  is  an  essential  publication  for 
use  by  legal  assistance  officers  throughout  the  Navy.  It  apprises 
Naval  Reserve  officers  of  the  locations  of  Reserve  units  in  order  that 
they  may  participate  in  the  reserve  law  programs.  These  rosters  may 
be  furnished  to  other  components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 

Retrievahility: 

By  names  of  members  and  location  of  Reserve  units. 

Safeguards: 

Records  are  maintained  under  the  control  of  authorized  personnel 
during  working  hours;  the  office  space  in  which  the  rosters  are 
maintained  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Rosters  are  retained  for  approximately  two  years  and  destroyed 
when  a  new  edition  is  published. 

System  managcr(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law)  Office  of  the  Judge 
Advocate  General  Navy  Department,  Washington,  D.C.  20370 

Notification  procedure: 

Information  may  be  obtained  from  the  System  Manager.  Written 
requests  must  be  signed  by  the  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  System  Man¬ 
ager.  Personal  visits  may  be  made  to: 

Judge  Advocate  General’s  Personnel  Office 
Office  of  the  Judge  Advocate 
Room  2433,  Navy  Annex 
Arlington,  Virginia 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER 

Record  source  categories: 


Information  is  received  from  Reserve  officers  who  participate  in 
the  Naval  Reserve  Law  Programs. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00013  1 

System  name: 

General  court-martial  records  of  trial. 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  20),  Navy  Depart¬ 
ment,  Washington,  D.  C.  20370.  Records,  three  years  old  or  older, 
are  stored  at  the  Federal  Records  Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system: 

Active  duty  Navy  and  Marine  Corps  personnel  tried  by  general 
court-martial. 

Categories  of  records  in  the  system: 

General  court-martial  records  of  trial. 

Authority  for  maintenance  of  the  system: 

10  use  865  and  5  USC  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Public  Record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievahility: 

Files  are  kept  by  Navy  court-martial  number  and  each  case  is 
cross-referenced  by  an  index  card  which  is  filed  in  alphabetical  order 
according  to  the  last  name  of  the  individual  concerned. 

Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  control  of  authorized 
personnel  during  working  hours;  the  office  space  in  which  the  file 
cabinets  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  maintained  in  office  for  three  years  and  then  forward¬ 
ed  to  the  Federal  Records  Center,  Suitland,  Maryland  20409  for 
storage. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  AdviK'ate  General,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  by  written  request  which  adequately 
identifies  the  system  of  records  and  the  individual  about  whom  the 
record  is  kept  (i.e.,  full  name  and  date  of  trial  of  individual  con¬ 
cerned).  The  written  request  must  be  signed  by  the  requesting  indi¬ 
vidual.  Personal  visits  may  be  made  to  the  Military  Justice  Division, 
Office  of  the  Judge  Advocate  General,  Room  2518,  Navy  Annex, 
Arlington,  Virginia.  Individuals  making  such  visits  should  1^  able  to 
provide  some  acceptable  identification,  e.g..  Armed  Forces  identifica¬ 
tion  card,  driver’s  license,  etc. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Proceedings  by  a  general  court-martial. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00013  11 

System  name: 

Determinations  on  Origins  of  Disabilities  For  Which  Military 
Members  Have  Retired 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  13),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system: 

Retired  or  former  members  of  the  Navy  or  Marine  Corps  who 
have  been  placed  on  the  Temporary  Disability  Retired  List  or  Per- 
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manent  Disability  Retired  List  and  who  have  subsequently  obtained 
or  applied  for  F^eral  civilian  employment. 

Categories  of  records  in  the  system: 

Requests  originated  by  individuals  concerned  or  any  federal  agen¬ 
cies  employing  such  individuals;  Bureau  of  Medicine  and  Surgery 
historical  narratives  and  opinions  concerning  the  origins  of  disabilities 
of  individuals  on  whom  determinations  have  been  requested;  copies 
of  Judge  Advocate  General  determinations;  and  related  correspond¬ 
ence. 

Authority  for  maintenance  of  the  system: 

5  u  s  e.  3502(a).  6303(a).  8332(c); 

5  u  s  e.  301; 

44  u  s  e.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  as  the  basis  for  determinations  concerning  the 
eligibility  of  individuals  of  the  above-described  category  to  certain 
benefits  connected  with  Federal  civilian  employment  available  to 
those  disabled  in  combat  with  enemies  of  the  United  States  or  having 
disabilities  caused  by  instrumentalities  of  war  during  periods  of  war. 
Determinations  are  rendered,  upon  request,  to  any  Federal  agencies 
employing  members  who  retired  from  the  naval  service  for  disability. 
The  information  may  be  furnished  to  other  components  of  the  De¬ 
partment  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  file  folders. 

Retrievability: 

By  name  of  individual. 

Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  control  of  authorized 
personnel  during  working  hours;  the  office  space  in  which  the  file 
cabinets  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  permanent  and  are  retained  indefinitely  in  the  Office 
of  the  Judge  Advocate  General. 

System  manager($)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Wa.shington,  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  by  written  request  to  the  System 
Manager  stating  the  full  name  of  the  individual  concerned  and  the 
approximate  date  on  which  relief  was  requested.  Written  request 
mast  be  signed  by  the  requesting  individual.  Visits  may  be  made  to: 
The  Administrative  Law  Division  (Code  13) 

Office  of  the  Judge  Advocate  General 
Room  2511,  Navy  Annex 
Arlington,  Virginia 

Armed  forces  identification  card  or  state  driver's  license  is  re¬ 
quired  for  identification. 

Record  access  procedures: 

Tlie  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  System  Manager. 

Record  source  categories; 

Employment  information  in  the  system  is  submitted  by  the  individ¬ 
uals  concerned  or  the  Federal  agencies  employing  them.  Medical 
information  in  the  system  is  obtained  from  the  individuals’  medical 
records,  physical  evaluation  board  records,  and  service  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00013  12 

System  name: 

Relief  of  Accountable  Personnel  From  Liability  For  Losses  of 
Public  Funds 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  13),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  systenT: 


Accountable  Navy  and  Marine  Corps  military  and  civilian  disburs¬ 
ing  personnel  and  collection  agents  who  request  relief  from  liability 
for  losses  of  public  funds  in  their  custody. 

Categories  of  records  in  the  system: 

Copies  of  requests  submitted  by  individuals  of  the  above-stated 
category  for  grant  of  relief  from  liability,  together  with  information 
voluntarily  furnished  by  the  affected  individuals  concerning  the  cir¬ 
cumstances  of  losses  of  funds  in  their  custody,  and  additional  infor¬ 
mation  derived  from  investigatory  and  audit  reports  and  comments  of 
forwarding  endorsers  concerning  circumstances  of  los.ses. 

Authority  for  maintenance  of  the  system; 

31  U.S.C.  95a..  82a- 1.  82a-2; 

5  U.S.C.  301 

44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  as  the  basis  for  determinations  within  the 
Department  of  the  Navy  and  the  U.S.  General  Accounting  Office  as 
to  whether  the  circumstances  of  particular  losses  of  public  funds 
warrant  granting  accountable  individuals’  requests  for  relief  from 
liability.  This  information  may  be  furnished  to  other  components  of 
the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  file  folders. 

Retrievability: 

By  name  of  individual  requesting  relief. 

Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  control  of  personnel 
during  working  hours;  the  office  space  in  which  the  file  cabinets  are 
located  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  permanent  and  are  retained  indefinitely  in  the  Office 
of  the  Judge  Advocate  General.  However,  after  three  years,  name 
indexes  are  destroyed,  eliminating  the  capability  for  retrieval  by  the 
names  of  individuals.  Thereafter,  they  are  retrievable  only  by  topical 
indexes  arranged  according  to  the  legal  issues  involved. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  by  written  request  to  the  system 
manager  stating  the  full  name  of  the  individual  concerned  and  the 
approximate  date  on  which  relief  was  requested.  Written  requests 
must  be  signed  by  the  requesting  individual.  Visits  may  be  made  to: 
The  Administrative  Law  Division,  Office  of  the  Judge  Advocate 
General,  Room  2511,  Navy  Annex,  Arlington,  Virginia.  Armed 
Forces  identification  card  or  state  driver’s  license  is  required  for 
identification. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Information  in  the  system  is  furnished  partly  by  the  individual 
requesting  relief,  and  is  supplemented  by  reports  of  Department  of 
the  Navy  audits  and  investigations  pertaining  to  the  particular  U>sses 
of  funds  involved.  Additional  amplifying  information  is  typically 
furnished  by  officers  forwarding  requests  to  the  Secretary  of  the 
Navy. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00013  13 

System  name: 

Conflicts  of  interest  and  employment  activities. 

System  location: 

Office  of  the  Judge  Advocate  General  (Crxle  13),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system: 
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Active  duty,  reserve,  or  retired  military  personnel  and  present  and 
former  civilian  employees  of  the  Navy  or  Marine  Corps  who,  by 
reason  of  their  own  inquiries  or  inquiries  or  complaints  of  Depart¬ 
ment  of  the  Navy  or  other  Federal  officials  or  other  appropriate 
persons,  have  been  the  subject  of  correspondence  with  the  Judge 
Advocate  General  concerning  the  legality  of  outside  Federal,  State, 
or  private  employment  or  financial  interests,  dual  Federal  employ¬ 
ment,  post-retirement  employment,  defense  related  employment,  or 
foreign  employment;  acceptance  of  gifts,  gratuities,  or  benefits  from 
Government  cntractors,  foreign  governments,  or  other  sources,  or 
other  possible  violations  of  Federal  confiicts-of-interest  or  standards- 
of-conduct  laws  or  regulations. 

Categories  of  records  in  the  system: 

Correspondence  from,  to,  or  concerning,  individuals  of  the  above 
stated  category  regarding  thier  current,  past,  or  prospective  outside 
Federal,  State,  or  private  employment;  defense-related  employment; 
post-retirement  employment;  foreign  employment;  dual  Federal  em¬ 
ployment;  acceptance  of  gifts,  gratuities,  or  benefits  from  Govern¬ 
ment  contractors,  foreign  governments,  or  other  questionable 
sources;  or  other  possible  violations  of  conflicts-of-interest  or  stand- 
ards-of-conduct  laws  or  regulations.  Additionally,  such  records  some¬ 
times  include  copies  of  statements  of  employment  submitted  by  re¬ 
tired  military  personnel  to  the  Navy  Finance  Center  and  referred  to 
the  Judge  Advocate  General  for  review  and  further  action,  and 
copies  of  investigative  reports  concerning  suspected  violations  of 
pertinent  laws  or  regulations. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  3326,  5532;  10  U.S.C.  973,  974,  1032,  6223; 

18  U.S.C.  202,  203,  205,  207,  209,  219,  281,  283; 

37  U.S.C.  801; 

U.S.  Const.,  Art.  1,  9,  cl  8; 

5  U.S.C.  301; 

44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  as  the  basis  for  advisory  opinions  on  the 
legality  of  employment  activities,  financial  interests,  and  the  related 
conflicts-of-interest  and  standards-of-conduct  questions  described 
above.  Information  may  be  furnished  to  other  components  of  the 
Department  of  Defense,  the  U.S.  General  Accounting  Office,  the 
Department  of  Justice,  and  the  Civil  Service  Commission  in  instances 
of  suspected  violations  of  pertinent  laws  or  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  file  folders. 

Retrievability: 

By  name  of  individual. 

Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  immediate  control  of 
authorized  personnel  during  working  hours;  the  office  space  in  which 
the  file  cabinets  are  located  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  permanent  and  are  retained  indefinitely  in  the  Office 
of  the  Judge  Advocate  General.  However,  after  five  years,  name 
indexes  are  destroyed,  eliminating  the  capability  for  retrieval  by  the 
names  of  individuals.  Thereafter,  they  are  retrievable  only  by  topical 
indexes  arranged  according  to  the  legal  issues  involved. 

System  managers)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  by  written  request  to  the  system 
manager  stating  the  full  name  of  the  individual  concerned.  Written 
requests  must  be  signed  by  the  requesting  individual.  Visits  may  be 
made  to:  Administrative  Law  Division  (Code  13),  Office  of  the 
Judge  Advocate  General,  Room  2511,  Navy  Annex,  Arlington,  Vir¬ 
ginia.  Armed  Forces  identification  card  or  State  driver's  license  is 
required  for  identification. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  sstem  manager. 


Record  source  categories: 

Information  in  the  system  is  furnished  by  the  individual  and  is 
supplemented  by  correspondence  from  Federal  officials;  current, 
past,  and  prospective  employers;  other  interested  persons  regarding 
possible  conflicts  of  interest  and  employment  activities;  and  by  inves¬ 
tigations  pertaining  to  particular  suspected  violations.  Additional  in¬ 
formation  in  the  form  of  statements  of  employment  is  forwarded  by 
officers  of  the  Navy  Finance  Center  to  the  Judge  Advocate  General 
for  review  and  further  action. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE. 

N0(K)I3  17 

System  name: 

Summary  courts-martial  and  non-bad  conduct  discharge  courts- 
martial-navy  and  marine  corps 

System  location: 

Records  are  retained  for  two  years  after  final  action  by  appropriate 
officers  having  supervisory  authority  over  shore  activities.  Records 
are  retained  for  three  months  after  final  action  by  appropriate  officers 
having  supervisory  authority  over  fleet  activities,  including  Fleet  Air 
Wings  and  Fleet  Marine  Forces.  After  the  two  years  or  three  month 
retention  period,  as  appropriate,  the  records  are  transferred  to  the 
National  Personnel  Records  Center,  GSA  (Military  Personnel  Rec¬ 
ords),  9700  Page  Boulevard,  St.  Louis,  Missouri  63132. 

Categories  of  individuals  covered  by  the  system: 

Navy  and  Marine  Corps  enlisted  personnel  tried  by  summary 
courtmartial  or  by  special  court-martial  which  did  not  result  in  a  bad 
conduct  discharge. 

Categories  of  records  in  the  system: 

Summary  court-martial  and  non-bad  conduct  discharge  special 
court-martial  records  of  trial. 

Authority  for  maintenance  of  the  system: 

10  U.S.C.  865,  5  U.S.C.  301,  and  Executive  Order  No.  1 1476  of 
June  19,  1969,  as  amended  by  Executive  Order  No.  11835  of  January 
27,  1975,  paragraph  94b  (  manual  for  courts-martial,  1969  (rev.)  ) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Public  record. 


Retrievability: 

Type  of  court-martial,  date,  command  which  convened  the  court- 
martial,  name  of  individual  defendant,  and  command  which  complet¬ 
ed  the  supervisory  authority’s  action. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  located 
is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  retained  for  two  years  after  final  action  by  officers 
having  supervisory  authority  over  shore  activities,  and  for  three 
months  by  officers  having  supervisory  authority  over  fleet  activities. 
At  the  termination  of  the  appropriate  retention  peritxl,  records  are 
forwarded  for  storage  to  the  National  Personnel  Records  Center, 
GSA  (Military  Personnel  Records),  9700  Page  Boulevard,  St.  Louis, 
Missouri  63132.  Records  are  destroyed  15  years  after  final  action  has 
been  taken. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  Deputy  Assistant  Judge 
Advocate  General  (Military  Justice),  Department  of  the  Navy, 
Washington,  D.C.  20370,  by  written  request  including  the  full  name 
of  the  individual  concerned,  the  type  of  court-martial  (summary  or 
special),  the  name  of  the  command  which  held  the  court-martial,  and 
the  date  of  the  court-martial  proceedings.  Written  requests  must  be 
signed  by  the  requesting  individual.  Personal  visits  may  be  made  to 
the  Military  Justice  Division,  Office  of  the  Judge  Advocate  General, 
room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals  making 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 
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such  visits  should  be  able  to  provide  some  acceptable  identification, 
e.g.  Armed  Forces  identification  cards,  driver’s  license,  etc 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Proceedings  of  summary  courts-martial  and  special  courts-martial 
which  did  not  result  in  a  bad  conduct  discharge. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00013  2 

System  name: 

Special  courts-martial  resulting  in  bad  conduct  discharges  or  con¬ 
cerning  commissioned  officers. 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  20),  Navy  Depart¬ 
ment,  Washington,  D.  C.  20370.  Records,  three  years  old  or  older, 
are  stored  at  the  Federal  Records  Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system: 

Navy  and  Marine  Corps  personnel  tried  by  special  court-martial 
and  awarded  a  bad  conduct  discharge,  and  all  Navy  and  Marine 
Corps  commissioned  officers  tried  by  special  court-martial. 

Categories  of  records  in  the  system: 

Special  court-martial  which  resulted  in  a  bad  conduct  discharge,  or 
involving  commissioned  officers. 

Authority  for  maintenance  of  the  system: 

10  U.S.C.  865,  5  u  se.  301  and  Executive  Order  No.  1 1476  of 
June  19,  1969,  as  amended  by  Executive  Order  No.  11835  of  January 
27,  1975,  paragraph  94b  (  manual  for  courts-martial,  1969  (rev.)  ) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Public  Record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Files  are  kept  by  Navy  court-martial  number  and  each  case  Is 
cross-referenced  by  an  index  card  which  is  filed  in  alphabetical  order 
according  to  the  last  name  of  the  individual  concerned. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  located 
is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  maintained  in  office  for  three  years  and  then  forw  ard¬ 
ed  to  the  Federal  Records  Center,  Suitland,  Maryland  20409  for 
storage. 

System  manageris)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General.  Navy  Department,  Washington,  DC. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  Deputy  Assistant  Judge 
Advocate  General  (Military  Justice),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.  C.  20370,  by  written 
request  stating  full  name,  and  date  of  trial  of  the  individual  con¬ 
cerned.  Written  requests  must  be  signed  by  the  requesting  individual. 
Personal  visits  may  be  made  to  the  Military  Justice  Division,  Office 
of  the  Judge  Advocate  General,  Room  2518,  Navy  Annex.  Arling¬ 
ton,  Virginia.  Individuals  making  such  visits  should  be  able  to  pro¬ 
vide  some  acceptable  identification,  e  g.  Armed  Forces  identification 
card,  driver’s  license,  etc. 

Record  access  procedures:  • 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
s>’stem  manager. 

Contesting  record  procedures: 


The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Special  court-martial  proceedings. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE. 

N00013  3 

System  name:  . 

Article  138  Complaint  of  Wrongs 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  20),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370.  Complaints,  three  years  old  or  older, 
are  stored  at  the  Federal  Records  Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system: 

Active  duty  Navy  and  Marine  Corps  personnel  who  have  submit¬ 
ted  complaints  of  wrong  pursuant  to  Article  138,  UCMJ,  w  hich  have 
been  forwarded  to  the  S^Tetary  of  the  Navy  for  final  review  of  the 
complaint  and  the  proceedings  had  thereon. 

Categories  of  records  in  the  system: 

The  complaint  and  all  proceedings  had  thereon. 

Authority  for  maintenance  of  the  system: 

Article  138,  Uniform  Code  of  Military  Justice,  (10  U.S.C.  938). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

No  routine  use  after  complaint  is  resolved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Files  are  kept  in  alphabetical  order  according  to  last  name  of  the 
individual  concerned. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  control  of  authorized  personnel  during  working  hours;  the 
office  spaces  in  which  the  file  cabinets  and  storage  devices  are 
located  is  locked  outside  office  working  hours. 

Retention  and  disposal: 

Complaints  are  maintained  in  office  for  three  years  and  then  for¬ 
warded  to  the  Federal  Records  Center,  Suitland,  Maryland  20409  for 
storage. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department.  Washington,  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  from  the  Deputy  Assistant  Judge 
Advocate  General  (Military  Justice),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  DC.  20370.  Information 
may  be  obtained  by  written  request  to  the  Judge  Advocate  General 
stating  full  name  and  the  approximate  date  the  complaint  was  submit¬ 
ted  for  review  if  known.  Written  requests  must  be  signed  by  the 
requesting  individual.  Personal  visits  may  be  made  to  the  Military 
Justice  Division,  Office  of  the  Judge  Advocate  General,  room  2518, 
Navy  Annex.  Arlington,  Virginia.  Individuals  making  such  visits 
should  be  able  to  provide  some  acceptable  identification,  e.g.  Armed 
Forces  identification  card,  driver's  license,  etc. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  records  are  comprised  of  the  following  source  materials:  (1) 
complaint  of  wrongs;  (2)  results  of  examination  into  complaint  of 
wrongs  by  the  general  court-martial  authority;  and  (3)  final  review 
action  by  the  Secretary  of  the  Navy. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 
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N00013  4 

System  name:  ' 

Article  69  Petitions 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  20),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370.  Petitions  three  years  old  or  older  are 
stored  at  the  Federal  Records  Center,  Suitland,  Maryland  20409. 

Categories  of  individuals  covered  by  the  system: 

Navy  and  Marine  Corps  personnel  who  were  tried  by  courts- 
martial  which  were  not  reviewed  by  the  Navy  Court  of  Military 
Review  and  w  hen  such'  service  member  has  petitioned  the  Judge 
Advocate  General  pursuant  to  Article  69,  Uniform  Code  of  Military 
Justice,  for  review. 

Categories  of  records  in  the  system: 

Files  contain  individual  service  member's  petition  together  with  all 
forwarding  endorsements  and  copy  of  action  taken  by  the  Judge 
Advocate  General  with  supptirting  memorandum. 

Authority  for  maintenance  of  the  system: 

Article  69,  Uniform  Code  of  Military  Justice  (10  USC  869). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Public  record. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

.Storage: 

File  folders. 

Retrievability: 

Records  are  maintained  in  chronological  calendar  order  with  al¬ 
phabetical  cross-referencing  system. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  spaces  in  which  the  file  cabinets  and  storage  devices  are 
kx'ated  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  maintained  in  office  for  three  years  and  then  forward¬ 
ed  to  the  Federal  Records  Center,  Suitland,  Maryland  20409  for 
storage. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  DC. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  Deputy  As.sistant  Judge 
Advocate  General  (Military  Justice).  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.C.  20370.  Information 
may  be  obtained  by  written  request  to  the  Judge  Advocate  General 
stating  full  name  of  the  individual  concerned.  Written  requests  must 
be  signed  by  the  requesting  individual.  Personal  visits  may  be  made 
to  the  Military  Justice  Division,  Office  of  the  Judge  Advocate  Gen¬ 
eral.  room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals 
making  such  visits  should  be  able  to  provide  some  acceptable  identifi¬ 
cation,  e.g.  Armed  Forces  identification  card,  driver’s  license,  etc. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

The  records  comprise  the  following  source  materials:  (1)  petitions 
for  relief,  (2)  forwarding  endorsements  thereon  by  petitioner’s  com¬ 
manding  officer  and  convening/supervisory  authorities  of  court-mar¬ 
tial  (above  information  is  omitted  if  petitioner  is  former  service 
member),  and  (3)  action  of  the  Judge  Advocate  General  on  petition. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00013  5 

System  name: 

Court-martial  statistics. 

System  location: 


Magnetic  tape  held  at  Naval  Command  Systems  Support  Activity, 
Production  C^e  60.1,  room  4G02,  building  196,  Washington  Navy 
Yard,  W'ashington,  D.fl!.  20360.  Source  document  (NAVJAG  5813/1) 
held  in  Promulgation  and  Statistics  Branch,  Office  of  the  Judge 
Advocate  General,  Navy  Department,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system: 

Navy  and  Marine  Corps  personnel  tried  by  general  courtvmartial 
and  by  special  courts-martial  when  the  special  court-martial  sentence 
as  finally  approved  includes  a  punitive  discharge. 

Categories  of  records  in  the  system: 

Court-martial  information  on  special  courts-martial  if  sentence  as 
finally  approved  includes  a  punitive  discharge  and  all  general  courts- 
martial  including  name,  social  security  number,  pleas,  convening  au¬ 
thority  action,  supervisory  authority  action,  and  Court  of  Military 
Review  action.  Information  available  from  1970  to  present  only. 

Authority  for  maintenance  of  the  system: 

5  USC  .301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Provide  statistical  information  on  general  and  bad  conduct  dis¬ 
charge  special  courts-martial  to  governmental,  public,  and  private 
organizations  and  individuals. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  source  documents  (NAVJAG  581.3/1)  if  file 
folders. 

Retrievability: 

Name  and  social  security  number  or  Navy  court-martial  number. 

Safeguards: 

Tapes  stored  in  secret  vault.  Without  project  code  number,  tape 
can  neither  be  read  nor  added  to.  Only  person  w  ho  has  code  numlvr 
is  Project  Code  Officer.  Source  documents  are  filed  rn  file  cabinets 
which  are  located  in  an  office  which  is  under  observation  during 
working  hours  and  is  locked  at  night.  The  office  is  located  in  a 
secure  building  which  is  surrounded  by  a  guarded  fence.  The  build¬ 
ing  is  guarded  24  hours  a  day,  and  admission  is  allowed  only  to 
personnel  on  official  business  and  authorized  visitors. 

Retention  and  disposal: 

Idefinite. 

System  manageris)  and  address: 

As.sistant  Judge  Advocate  General  (Civil  Law).  Office  of  the 
Judge  .Advocate  General,  Navy  Department,  Washington.  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  Deputy  A.vsistant  Judge 
Advocate  General  (Military  Justice),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D  C.  20370.  Information 
may  be  obtained  by  written  request  to  the  Judge  Advocate  General 
stating  full  name,  date  of  trial  (if  known),  date  of  discharge  and  type 
of  discharge  of  the  individual  concerned.  Written  requests  must  be 
signed  by  the  requesting  individual.  Personal  visits  may  be  made  to: 
The  Military  Justice  Division,  Office  of  the  Judge  Advocate  General, 
Room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals  must  be 
able  to  provide  some  acceptable  identification,  e  g.  Armed  Forces 
identification  card,  driver’s  license,  etc. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Form  NAVJAG  (Navy  Judge  Advocate  General)  5813/1. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N000I3  6 

System  name: 

Ethics  file. 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  20),  Narvy  Depart¬ 
ment,  Washington.  D  C.  20370. 

Categories  of  individuals  covered  by  the  system: 
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Civilian  and  military  lawyers  authorized  to  practice  before  a  court- 
martial  or  Navy  Court  of  Military  Review  and  who  by  their  personal 
or  professional  conduct  have  demonstrated  that  they  are  so  lacking  in 
competency,  integrity  or  ethical  or  moral  character  as  to  be  unaccep¬ 
table  as  counsel  before  a  court-martial  or  Navy  Court  of  Military 
Review. 

Categories  of  records  in  the  system: 

Reports  of  investigation,  correspondence,  and  court  papers  relating 
to  the  complaint  brought  against  attorneys. 

Authority  for  maintenance  of  the  system: 

Manual  of  the  Judge  Advocate  General,  section  0142,  and  S  USC 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

No  routine  use  after  file  is  closed.  The  information  may  be  fur¬ 
nished  to  other  Department  of  Defense  components  and  State  and 
Federal  governmental  organizations  before  they  are  closed. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Files  are  kept  in  alphabetical  order  according  to  the  last  name  of 
the  attorney  concerned. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  located 
is  lock^  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  maintained  in  office  for  two  years  and  then  forwarded 
to  the  Federal  Records  Center,  Suitland,  Maryland  20409  for  storage. 

System  managerfs)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  DC. 
20370. 

Notification  procedure:  ' 

Information  may  be  obtained  from  the  Deputy  Assistant  Judge 
Advocate  General  (Military  Justice),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.C.  20370.  Information 
may  be  obtained  by  written  request  to  the  Judge  Advocate  General 
stating  full  name  of  the  individual  concerned.  Written  requests  must 
be  signed  by  the  requesting  individual.  Personal  visits  may  be  made 
to  the  Military  Justice  Division,  Office  of  the  Judge  Advocate  Gen¬ 
eral,  room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals 
making  such  visits  should  be  able  to  provide  some  acceptable  identifi¬ 
cation,  e.g.  Armed  Forces  identification  card,  driver's  license,  etc. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Correspondence  from  military  judges,  staff  judge  advocates,  judge 
advocates,  and  other  military  personnel;  correspondence  from  the 
Judge  Advocates  General  of  other  branches  of  the  Armed  Forces; 
investigative  reports  from  Naval  Investigative  Service  offices;  corre¬ 
spondence  and  copies  of  couii  papers  from  civilian  authorities. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00013  7 

System  name: 

Litigation  Case  File 

System  location: 

Office  of  the  Judge  Advocate  General,  Department  of  the  Navy, 
Washington,  D.C.  20370. 

Categories  of  individuals  covered  hy  the  system: 

All  those  individuals  who  have  brought  suit  against,  or  have  been 
involved  in  litigation  with  the  United  States  or  its  offcers  or  employ¬ 
ees  concerning  matters  related  to  the  Department  of  the  Navy,  in  the 
Federal  Civil  Court  System,  excepting  those  cases  arising,  in  admiral¬ 


ty,  or  patent,  under  the  Federal  Tort  Claims  Act,  and  all  matters 
under  the  responsibility  of  the  General  Counsel's  Office. 

Categories  of  records  in  the  system: 

All  pleadings,  motions,  briefs,  orders,  decisions,  memoranda,  opin¬ 
ions,  supporting  documentation  and  related  materials  involved  in 
representing  the  United  States  Navy  and  Marine  Corps  in  the  Feder¬ 
al  Court  System. 

Authority  for  maintenance  of  the  system: 

5  U.S.C  301,  10  U.S.C.  5148,  and  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  sy  stem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  collected  information  is  used  to  defend  the  Department  of  the 
NAVY  IN  CIVIL  suits  filed  against  it  in  the  Federal  Court  System. 
Routine  users  of  the  information,  in  addition  to  the  Litigation  Divi¬ 
sion.  Office  of  the  Judge  Advocate  General  of  the  Navy,  are  the 
Department  of  Justice  and  the  United  States  Attorneys  offices  as¬ 
signed  to  the  particular  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Maintained  in  file  folders. 

Retrievahility: 

Retrievable  by  last  name  of  the  litigant. 

Safeguards: 

Records  are  maintained  in  file  cabinets  accessible  only  to  persons 
responsible  for  servicing  the  record  system  in  performing  their  t>ffi- 
cial  duties. 

Retention  and  disposal: 

Retained  in  office  files  for  two  years,  then  retired  to  Washington 
National  Records  Center,  Washington,  D.C.  20409;  detroy  10  years 
after  final  action,  on  the  case. 

System  manageris)  and  address: 

Judge  Advocate  General,  Department  of  the  Navy,  Washington. 
D.C.  20370 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager. 

Record  access  procedures: 

Access  is  not  permitted  to  this  system.  See  5  U.S.C.C  552a  (d)  (5). 

Contesting  record  procedures: 

The  Navy's  rules  for  access  to  records  and  for  contesting  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  system  manager. 

Record  source  categories: 

Navy  Military  Personnel  Records  Center,  St.  Louise;  Department 
of  Justice,  opposing  counsel. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

N00013B 

System  name: 

Article  73  petitions  for  new  trial. 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  20)  Navy  Depart¬ 
ment,  Wa.shington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system: 

Navy  and  Marine  Corps  personnel  who  submitted  petitions  for 
new  trial  to  the  Judge  Advocate  General  within  two  years  after 
approval  of  their  court-martial  sentence  by  the  convening  authority 
but  after  their  case  had  been  reviewed  by  the  Navy  Court  of  Military 
Review  or  Court  of  Military  Appeals,  if  appropriate. 

Categories  of  records  in  the  system: 

The  petition  for  new  trial,  the  forwarding  endorsements  if  the 
petition  was  submitted  via  the  chain  of  command,  and  the  action  of 
the  Judge  Advocate  General  on  the  petition. 

Authority  for  maintenance  of  the  system: 

Article  73,  Uniform  Code  of  Military  Justice.  (10  U.S.C.  873)r 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

No  routine  use  after  action  taken  on  petition. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 
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Flies  are  kept  in  alphabetical  order  according  to  the  last  name  of 
the  individual  concerned.' 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  durng  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  located 
is  locked  outside  ofDcial  working  hours. 

Retention  and  disposal: 

Records  are  maintained  in  offtce  for  two  years  and  then  forwarded 
to  the  Federal  Records  Center,  Suitland,  Maryland  20409  for  storage. 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General.  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  Deputy  Assistant  Judge 
Advocate  General  (Military  Justice),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.C.  20370.  Information 
may  be  obtain^  by  written  request  stating  full  name  of  the  individu¬ 
al  concerned.  Written  requests  must  be  signed  by  the  requesting 
individual.  Personal  visits  may  be  made  to  the  Military  Justice  Divi¬ 
sion,  Office  of  the  Judge  Advocate  General,  room  2318,  Navy 
Annex,  Arlington,  Virginia.  Individuals  should  have  the  following 
items  of  identification:  drivers  license  or  military  identification  card. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  records  are  comprised  of  the  following  source  materials:  (1) 
petitions  for  new  trial;  (2)  forwarding  endorsements  thereon  by  peti¬ 
tioner’s  commanding  officer  and  convening/supervisory  authorities 
of  court-martial  (above  information  is  omitted  if  petitioner  is  former 
service  member);  and  (3)  action  of  the  Judge  Advocate  General  on 
petitions. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00013C 

System  name: 

.  Legal  Assistance  Card  Files 

System  location: 

Typically  maintained  at  Naval  Legal  Service  Offices,  the  Naval 
Legal  Service  Branch  Offices,  and  any  command  with  a  legal  assist¬ 
ance  office. 

Categories  of  individuals  covered  by  the  system: 

Authorized  military  and  civilian  personnel  and  dependents  who 
have  sought  legal  a.ssistance  from  a  legal  assistance  ofwe  established 
within  the  Department  of  the  Navy. 

Categories  of  records  in  the  system: 

Legal  assistance  card  files  typically  contain  client  identification 
information,  e.g.,  name,  address,  duty  station,  telephone  numbers, 
etc.,  client  description  of  legal  problem,'  attorney  classification  of 
problem,  and  attorney  time  expended.  , 

Authority  for  maintenance  of  the  system: 

3  U.S.C.  301;  Manual  of  the  Judge  Advocate  General,  1914;  44 
U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Time-accounting  data  is  extracted  from  the  card  files  for  prepara¬ 
tion  of  periodic  legal  assistance  statistical  reports;  legal  assistance 
attorneys  refer  to  the  card  files  to  ascertain  previous  progress 
achieved  toward  disposition  of  the  case.  There  are  no  other  uses. 
Internal  users  are  limited  to  legal  assistance  attorneys  and  assigned 
clerical  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Pre-printed  cards  stored  in  file  cabinets. 

Retrievability: 

Filed  alphabetically  by  name  of  client. 

Safeguards: 


Cards  are  maintained  in  file  cabinets  or  other  storage  devices  under 
the  control  of  authorized  personnel  during  working  hours;  the  office 
space  in  which  the  file  cabinets  and  storage  devices  are  located  is 
locked  outside  of  official  working  hours. 

Retention  and  disposal: 

Two  years  after  disposition  of  the  case  or  until  the  closing  of  the 
legal  assistance  office,  then  destroyed. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington.  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  by  written  request  which  adequately 
identifies  the  system  of  records  and  the  individual  about  whom  the 
record  is  kept  (i.e.  full  name,  etc.);  the  written  request  must  be  signed 
by  the  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e.g.,  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Basic  information  contained  in  the  card  files  is  provided  by  the 
client;  information  concerning  the  ultimate  disposition  of  the  case  and 
time  expended  by  the  attorney  is  provided  by  the  attorney. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00013D 

System  name: 

Federal  Tort  Claims  Files 

System  location: 

Office  of  the  Judge  Advocate  General,  Offices  of  the  Comman¬ 
dants  of  the  Naval  Districts,^  Naval  Legal  Service  Offices,  all  over¬ 
seas  commands  with  a  Navy  Judge  Advocate  General  Corps  Officer 
or  a  Marine  Corps  judge  advocate  attached,  and  the  Federal  Records 
Center,  Suitland,  Maryland.  Local  commands  with  which  claims 
under  the  Federal  Tort  Claims  Act  are  initially  filed  typically  retain 
copies  of  such  claims  and  accompanying  files.  Official  mailing  ad¬ 
dresses  of  these  locations  are  included  in  the  Department  of  Defense 
Directory  in  the  appendix  to  this  notice. 

Categories  of  individuals  covered  by  the  system: 

Any  individuals  who  have  filed  claims  against  the  Navy  under  the 
Federal  Tort  Claims  Act. 

Categories  of  records  in  the  system: 

The  files  may  contain  claims  filed,  correspondence,  investigative 
reports,  accident  reports,  medical  and  dental  records,  x-rays,  allied 
reports  (such  as  local  police  investigations,  etc.),  photographs  draw¬ 
ings,  legal  memoranda,  opinions  of  experts,  and  court  documents. 

Authority  for  maintenance  of  the  system: 

Federal  Tort  Claims  Act  (28  U.S.C.  1346(b).  2671-2680);  32  C.F.R. 
750.30-750.49;  5  U.S.C.  301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  files  are  used  to  evaluate  claims  for  purposes  of  adjudication 
and  litigation.  The  files  are  used  by  contractors  in  those  cases  in 
which  they  indemnify  the  United  States.  The  files  are  provided  to 
the  Department  of  Justice  to  defend  suits  brought  against  the  United 
States  and  may  be  furnished  to  other  components  of  the  Department 
of  Defense.  Tlie  files  or  portions  thereof  may  be  furnished  to  the 
claimant  or  his  authorized  representative,  and  for  those  claims  for 
which  payment  is  determined  proper,  the  files  or  portioas  thereof 
may  be  provided  to  the  Congress,  the  Department  of  Treasury,  the 
Office  of  Management  and  Budget,  and  the  General  Accounting 
Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices. 
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Retrievability: 

Filed  alphabetically  by  name  of  claimant. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  located 
is  lock^  outside  official  working  hours. 

Retention  and  disposal: 

Minimum-one  year;  maximum-permanent;  typically  files  located  in 
the  Office  of  the  Judge  Advocate  General  are  transferred  to  the 
Federal  Records  Center,  Suitland,  Maryland,  three  years  after  dispo¬ 
sition  of  the  case.  « 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  System  Manager.  Request¬ 
ing  individuals  should  specify  their  full  names.  Visitors  should  be 
able  to  identify  themselves  by  any  commonly  recognized  evidence  of 
identity.  Written  requests  must  be  signed  by  the  requesting  individu¬ 
al- 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  System  Man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e.g.  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  System  Manager. 

Record  source  categories: 

The  sources  of  information  contained  in  the  files  include  the  fol¬ 
lowing:  x-rays  and  medical  and  dental  records  from  civilian  and 
military  doctors  and  medical  facilities;  investigative  reports  of  acci¬ 
dents  from  military  and  municipal  police  agencies;  reports  of  circum¬ 
stances  of  incidents  from  operators  of  Government  vehicles  and 
equipment;  witnesses;  correspondence  from  claimants  and  their  attor¬ 
neys  and  insurance  companies,  state  insurance  commissions.  United 
States  Attorneys,  and  various  other  Government  agencies  with  infor¬ 
mation  concerning  the  claim. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00013E 

System  name: 

Affirmative  Claims  Files 

System  location: 

Office  of  the  Judge  Advocate  General,  Offices  of  the  Comman¬ 
dants  of  the  Naval  districts;  Naval  Legal  Service  Offices,  and  Branch 
Offices  of  the  Officers  in  Charge  of  U.S.  Sending  State  Offices; 
overseas  commands  with  a  Navy  or  Marine  Corps  judge  advocate 
attached;  the  Federal  Records  Center,  Suitland,  Maryland;  and  such 
other  offices  of  officers  as  may  be  designated  by  the  Judge  Advocate 
General.  Official  mailing  addresses  of  these  locations  are  included  in 
the  Department  of  Defense  Directory  in  the  appendix  of  this  notice. 

Categories  of  individuals  covered  by  the  system: 

AH  individuals  against  whom  the  Navy  has  claims  sounding  in  tort, 
and  all  individuals  who  are  in  the  military  or  are  dependents  of 
military  members  and  have  been  provided  medical  care  by  a  Naval 
medical  facility  for  injuries  resulting  from  such  tortious  conduct. 

Categories  of  records  in  the  system: 

The  files  contain  reports  of  injuries  to  individuals  entitled  to  care 
at  Navy  expense,  reports  of  damage  to  Navy  property,  x-rays,  medi¬ 
cal  and  dental  records  of  treatment,  and  statements  of  charges  there¬ 
for,  military  and  municipal  police  and  individual’s  reports  of  acci¬ 
dents.  investigative  reports,  correspondence,  legal  research,  and  opin¬ 
ions. 

Authority  for  maintenance  of  the  system: 

Medical  Care  Recovery  Act  (42  U.S.C.  2651-53);  Federal  Claims 
Collection  Act  (31  U.S.C.  951-53);  32  C.F.R.  757.1-757.21;  5  U.S.C. 
301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


These  records  are  used  to  futher  efforts  to  collect  such  claims 
without  litigation,  for  preparing  litigation  reports  to  the  Department 
of  Justice,  and  for  use  in  civil  litigation  by  the  Department  of  Justice. 
In  addition,  the  files  may  be  furnished  to  insurance  companies  to 
support  claims  by  documenting  injuries  or  diseases  for  which  treat¬ 
ment  was  provided  at  Government  expense  and  to  civilian  attorneys 
representing  the  injured  parties  and  the  Government’s  interests.  Fi¬ 
nally,  the  files  may  be  furnished  to  other  components  of  the  Depart¬ 
ment  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folder  stored  in  file  cabinets  or  other  storage 
device. 

Retrievability: 

Filed  alphabetically  by  name  of  the  individual.  , 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  located 
is  locked  outside  of  official  working  hours. 

Retention  and  disposal; 

Minimum-one  year;  maximum-permanent;  typically  files  located  in 
the  Office  of  the  Judge  Advocate  General  are  transferred  to  the 
Federal  Records  Center,  Suitland,  Maryland,  three  years  after  dispo¬ 
sition  of  the  case. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Requesting 
individuals  should  specify  their  full  names.  Visitors  should  be  able  to 
identify  themselves  by  any  commonly  recognized  evidence  of  identi¬ 
ty.  Written  requests  must  be  signed  by  the  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  System  Man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e.g.  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency’s  rule  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  System  Manager. 

Record  source  categories: 

The  sources  of  information  contained  in  these  files  includes;  mili¬ 
tary  and  local  police  reports,  line  of  duty  investigations,  commercial 
credit  and  asset  reports,  questionnaires  completed  by  accident  vic¬ 
tims,  x-rays,  medical  and  dental  records  of  treatment  and  statements 
of  charges  therefor  from  civilian  and  military  doctors  and  medical 
facilities;  correspondence;  and  witnesses. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00013F 

System  name: 

Foreign  Claim  Files 

System  location: 

Office  of  the  Judge  Advocate  General;  United  States  Sending  Slate 
Office  for  Italy;  United  States  Sending  State  Office  for  Australia; 
Naval  Missions  (including  the  office  of  the  naval  section  of  military 
missions);  Military  Assistance  Advisory  Groups  (including  the  Of¬ 
fices  of  Chiefs,  Naval  Section,  Military  Assistance  Advisory  Groups); 
Office  of  the  Naval  Advisory  to  Argentina;  naval  attaches;  any 
command  which  has  appointed  a  Foreign  Claims  Commission;  and 
the  Federal  Records  Center,  Suitland,  Maryland.  Local  commands, 
with  which  claims  under  the  Foreign  Claims  Act  are  initially  filed 
and  which  do  not  have  or  choose  to  appoint  a  Foreign  Claims 
Commission,  typically  retain  copies  of  such  claims  and  accompanying 
files.  Official  mailing  addresses  of  these  locations  are  included  in  the 
Department  of  Defense  directory  in  the  appendix  to  this  notice. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  who  have  filed  claims  against  the  Department  of 
the  Navy  under  the  Foreign  Claims  Act. 
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Categories  of  records  in  the  system: 

The  files  may  contain  claims  filed,  correspondence,  investigative 
reports,  accident  reports,  medical  and  dental  records,  x-rays,  allied 
reports  (such  as  foreign  police  investigations,  etc.),  photographs, 
drawings,  legal  memoranda,  opinions  of  experts,  and  court  docu¬ 
ments. 

Authority  for  maintenance  of  the  system: 

Foreign  Claims  Act  (10  U.S.C.  2734);  32  C.F.R.  753.1-753.29;  5 
U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  files  are  used  to  adjudicate  claims  and  to  evaluate  and  decide 
reconsiderations  of  denials  of  claims.  The  files  may  be  furnished  to 
other  components  of  the  Department  of  Defense  and  the  Department 
of  Justice  to  defend  unauthorized  suits  brought  against  the  United 
States  under  the  Foreign  Claims  Act.  In  addition,  the  files  or  por¬ 
tions  thereof  may  be  furnished  to  the  claimant  or  his  authorized 
representative.  For  those  claims  for  which  payment  is  determined 
proper,  the  files  or  portions  thereof  may  be  provided  to  Congress, 
the  Department  of  Treasury,  the  Office  of  Management  and  Budget, 
and  the  General  Accounting  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices. 

Retrievability: 

Filed  alphabetically  by  name  of  claimant. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  liK'ated 
is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Minimum-one  year;  maximum-permanent;  typically  files  located  in 
the  Office  of  the  Judge  Advocate  General  are  transferred  to  the 
Federal  Records  Center,  Suitland,  Maryland,  three  years  after  dispo¬ 
sition  of  the  case. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  System  Manager.  Request¬ 
ing  individuals  should  specify  their  full  names.  Visitors  should  be 
able  to  identify  themselves  by  any  commonly  recognized  evidence  of 
identity.  Written  requests  must  be  signed  by  the  requesting  individu¬ 
al. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  System  Man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e  g.  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  System  Manager. 

Record  source  categories: 

The  sources  of  information  contained  in  the  files  includes;  x-rays, 
medical  records,  and  dental  records;  investigative  reports  from  mili¬ 
tary  and  foreign  police  agencies;  reports  of  circumstances  of  incidents 
from  operators  of  Government  vehicles  and  equipment;  witnesses; 
correspondence  from  claimants,  their  attorneys,  and  insurance  com¬ 
panies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00013G 

System  name: 

Military  Claims  Files 

System  location: 

Office  of  the  Judge  Advocate  General,  Offices  of  the  Comman¬ 
dants  of  the  Naval  Districts,  Naval  Legal  ^rvice  Offices  and  Branch 
Offices,  overseas  commands  with  a  Navy  or  Marine  Corps  Judge 


advocate  attached,  and  the  Federal  Records  Center,  Suitland,  Mary¬ 
land.  Local  commands,  with  which  claims  under  the  Military  Claims 
Act  are  initially  filed,  typically  retain  copies  of  such  claims  and 
accompanying  files.  Official  mailing  addresses  of  these  locations  are 
included  in  the  Department  of  Defense  directory  in  the  appendix  of 
this  notice. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  who  have  filed  claims  under  the  Military  Claims 
Act  against  the  Department  of  the  Navy. 

Categories  of  records  in  the  system: 

The  files  may  contain  claims  filed,  correspondence,  investigative 
reports,  accident  reports,  medical  and  dental  records,  x-rays,  allied 
reports  (such  as  local  police  investigations,  etc.),  photographs,  draw¬ 
ings,  legal  memoranda,  opinions  of  experts,  and  court  dtx'umcnts. 

Authority  for  maintenance  of  the  system: 

Military  Claims  Act  (10  U.S.C.  2733);  32  C.F.R.  750.50-750.59;  5 
U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  files  are  used  to  evaluate  claims  for  purposes  of  adjudication. 
The  files  are  also  used  by  contractors  in  those  cases  in  which  they 
indemnify  the  Government.  The  files  may  be  furnished  to  other 
components  of  the  Department  of  Defense,  and  to  the  Department  of 
Justice  to  defend  unauthorized  suits  brought  against  the  United  States 
under  the  military  claims  act.  Additionally,  the  files  or  portions 
thereof  may  be  furnished  to  the  claimant  or  his  authorized  repre¬ 
sentative.  For  those  claims  for  which  payment  is  determined  proper, 
the  files  or  portions  thereof  may  be  provided  to  the  Congress,  the 
Department  of  Treasury,  the  Office  of  Management  and  Budget,  and 
the  General  Accounting  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices 

Retrievability: 

Filed  alphabetically  by  name  of  claimant 

Safeguards: 

Files  are  maintained  in  file  cabinets  or  other  storage  devices  under 
the  control  of  authorized  personnel  during  working  hours;  the  office 
space  in  which  the  file  cabinets  and  storage  devices  are  located  is 
locked  outside  official  working  hours. 

Retention  and  disposal: 

Minimum-one  year;  maximum-permanent;  typically  files  located  in 
the  Office  of  the  Judge  Advocate  General  are  transferred  to  the 
Federal  Records  Center,  Suitland,  Maryland,  three  years  after  dispo¬ 
sition  of  the  case. 

System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law,  OFFICE  OF  THE 
JUDGE  aDVOCATE  General,  Navy  Department,  Washington,  D  C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Requesting 
individuals  should  specify  their  full  names.  Visitors  should  be  able  to 
identify  themselves  by  any  commonly  recognized  evidence  of  identi¬ 
ty.  Written  requests  must  be  signed  by  the  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e.g.  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency’s  rule  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  system  manager. 

Record  source  categories: 

The  sources  of  information  contained  in  the  files  include  the  fol¬ 
lowing:  x-rays,  medical  and  dental  records  from  civilian  and  military 
doctors  and  medical  facilities;  investigative  reports  of  accidents  from 
military  and  municipal  police  agencies;  reports  of  circumstances  of 
incidents  from  operators  of  Government  vehicles  and  equipment; 
witnesses;  correspondence  from  claimants,  their  attorneys,  insurance 
companies,  state  commissions.  United  States  Attorneys,  and  various 
other  Government  agencies  with  information  concerning  the  claim. 
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Systems  exempted  from  cerUin  provisions  of  the  act; 

NONE 

N00013H 

System  name: 

’Nonscope’  Claims  Files 

System  location: 

Office  of  the  Judge  Advocate  General,  Naval  Legal  Service  Of¬ 
fices.  and  Branch  Offices,  overseas  commands  with  a  Navy  or 
Marine  Corps  judge  advocate  attached,  and  the  Federal  Records 
Center,  Suitland,  Maryland.  Local  commands,  with  which  claims 
under  the  ’Nonscope’  Claims  Act  are  initially  filed,  typically  retain 
copies  of  such  claims  and  accompanying  files.  Official  mailing  ad¬ 
dresses  of  these  locations  are  included  in  the  Department  of  Navy 
directory  of  mailing  addresses. 

Categories  of  individuals  covered  by  the  system; 

All  individuals  who  have  filed  claims  under  the  ’Nonscope’  Claims 
Act  against  the  Department  of  the  Navy. 

Categories  of  records  in  the  system: 

The  files  may  contain  claims  filed,  correspondence,  investigative 
reports,  accident  reports,  medical  and  dental  records,  x-rays,  allied 
reports,  photographs,  drawings,  opinions  of  experts,  legal  memoran¬ 
da,  and  court  documents. 

Authority  for  maintenance  of  the  system: 

’Nonscope’  Claims  Act  (10  U.S.C.  2737);  32  C.F.R.  750.60-750  69; 
5  U.S.C.  301;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  files  are  used  to  evaluate  claims  for  purposes  of  adjudication. 
The  files  are  provided  to  the  Department  of  Justice  to  defend  unau¬ 
thorized  suits  brought  against  the  United  States  under  the  ’Nonscope’ 
Claims  Act.  In  addition,  files  or  portions  thereof  may  be  furnished  to 
the  claimant  or  his  authorized  representative  and  to  other  compo¬ 
nents  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices 

Retrievability: 

Filed  alphabetically  by  name  of  claimant 

Safeguards: 

Files  are  maintained  in  file  cabinets  or  other  storage  devices  under 
the  control  of  authorized  personnel  during  working  hours;  the  office 
space  in  which  the  file  cabinets  and  storage  devices  are  located  is 
locked  outside  official  working  hours. 

Retention  and  disposal: 

.Minimum-one  year;  maximum-permanent;  typically  files  located  in 
the  Office  of  the  Judge  Advocate  General  are  transferred  to  the 
Federal  Records  Center,  Suitland,  Maryland,  three  years  after  dispo¬ 
sition  of  the  case. 

System  manager(s)  and  address:  ' 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department.  Washington,  DC. 
20370 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Requesting 
individuals  should  specify  their  full  names.  Visitors  should  be  able  to 
identify  themselves  by  any  commonly  recognized  evidence  of  identi¬ 
ty.  Written  requests  must  be  signed  by  the  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  corresptmdence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e  g.  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  system  manager. 

Record  source  categories:  ^ 

The  sources  of  information  contained  in  the  files  include  the  fol¬ 
lowing:  x-rays,  medical  and  dental  records  from  civilian  and  military 
d(x:tors  and  medical  facilities:  investigative  reports  of  accidents  from 


military  and  municipal  police  agencies;  reports  of  circumstances  of 
incidents  from  operators  of  Government  vehicles;  witnesses;  corre¬ 
spondence  from  claimants,  their  attorneys,  insurance  companies,  state 
insurance  commissions.  United  States  Attorneys,  and  various  other 
Government  agencies  with  information  concerning  the  claim;  com¬ 
mercial  credit  and  a.sset  reports;  and  questionnaires  completed  by 
accident  victims. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N000I3I 

System  name: 

Military  Personnel  and  Civilian  Employees’  Claims 

System  location: 

Offices  of  the  Judge  Advocate  General;  Naval  Legal  Service  Of¬ 
fices;  offices  of  the  Commandants  of  the  Naval  Districts;  Naval 
Legal  Service  Branch  Offices;  the  Federal  Records  Center,  Suitland, 
Mary  land;  naval  activities  where  there  are  officers  specifically  desig¬ 
nated  by  the  Judge  Advocate  General  to  adjudicate  personnel  claims. 
Official  mailing  addresses  of  these  locations  are  included  in  the  De¬ 
partment  of  the  Navy  Directory  of  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  who  have  filed  claims  against  the  Department  of 
the  Navy  under  the  Military  Personnel  and  Civilian  Employees’ 
Claims  Act  and  all  common  carriers  against  whom  recovery  has  been 
sought  by  the  Department  of  the  Navy. 

Categories  of  records  in  the  system: 

The  files  may  contain  claims  filed,  correspondence,  investigative 
reports,  copies  of  order,  copies  of  insurance  policies.  Government 
bills  of  lading,  copies  of  Powers  of  Attorney,  estimates  of  loss  or 
damage,  inventories,  demands  on  carriers  for  reimbursement,  corre¬ 
spondence,  and  legal  memoranda. 

Authority  for  maintenance  of  the  system: 

Military  Personnel  and  Civilian  Employees’  Claims  Act  (31  U.S.C. 
240-243);  32  C.F.R.  75 1.0-751. .30;  5  U.S.C.  301;  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  i|scs: 

The  files  are  used  to  evaluate  claims  for  purposes  of  adjudication, 
reimbursement  for  the  Department  of  the  Navy  from  common  carri¬ 
ers,  warehousemen,  contractors,  or  insurers  who  are  resptvnsible  for 
loss  or  damage  to  personal  property  of  individual  claimants.  Addi¬ 
tionally,  the  files  are  provided  to  the  Department  of  Justice  to  defend 
unauthorized  suits  against  the  United  States  under  the  Military  Per¬ 
sonnel  and  Civilian  Employees’  Claims  Act.  Finally,  the  files  may  be 
furnished  to  the  claimant  or  his  authorized  representative  and  to 
other  components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices. 

Retrievability: 

Filed  alphabetically  by  name  of  claimant  and  name  of  common 
carrier,  warehousemen,  contractors,  and  insurers. 

Safeguards: 

Files  are  maintained  in  file  cabinets  or  other  storage  devices  under 
the  control  of  authorized  personnel  during  working  hours;  the  office 
space  in  which  file  cabinets  and  storage  devices  are  k>cated  is  IcKkcd 
outside  of  working  hours. 

Retention  and  disposal: 

Minimum-one  year;  maximum-permanent;  typically  Files  located  in 
the  Office  of  the  Judge  Advocate  General  are  transferred  to  the 
Federal  Records  Center,  Suitland,  Maryland  three  years  after  dispo.si- 
tion  of  the  case. 

Sy  stem  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law).  Office  of  the 
Judge  Advocate  General,  Navy  Department,  W'a.shington.  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Requesting 
individuals  should  specify  their  full  names.  Visitors  should  be  able  to 
identify  themselves  by  any  commonly  recognized  evidence  of  identi¬ 
ty.  Written  requests  must  be  signed  by  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
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individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e.g.  driver's  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Information  contained  in  the  file  is  initially  provided  by  the  claim¬ 
ant  and  witnesses,  after  which  the  personal  property  divisions  con¬ 
tribute  investigative  reports.  The  carrier  may  contribute  information, 
and  in  some  cases  an  investigative  report  is  furnished  by  a  military 
member’s  command  or  by  an  investigative  agency.  Adjudicated 
amounts  allowed  for  the  claim  are  provided  by  the  adjudicating 
authority. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N000I3J 

System  name: 

Admiralty  Claims  Files 

System  location: 

Office  of  the  Judge  Advocate  General:  Office  of  the  Commander- 
in-Chief,  United  States  Naval  Forces,  Europe;  Office  of  the  Com¬ 
mander,  Sixth  Fleet;  and  the  Federal  Records  Center,  Suitland, 
Maryland.  Local  commands  with  which  claims  under  the  Public 
Vessels  Act  and  the  Suits  in  Admiralty  Act  are  initially  filed,  typical¬ 
ly  retain  copies  of  such  claims  and  accompanying  files.  Official  mail¬ 
ing  addresses  of  these  locations  are  included  in  the  Department  of  the 
Navy  directory  of  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

All  individuals  who  have  asserted  claims  or  instituted  suits  under 
the  Public  Vessels  Act  and  Suits  in  Admiralty  Act  against  the  De¬ 
partment  of  the  Navy  in  the  name  of  the  United  States  and  all 
individuals  who  have  instituted  suits  against  third  parties  who  have 
impleaded  the  Department  of  the  Navy  in  the  name  of  the  United 
States. 

Categories  of  records  in  the  system: 

The  files  may  contain  claims  filed,  correspondence,  investigative 
reports,  accident  reports,  medical  and  dental  records,  x-rays,  allied 
reports  (such  as  local  police  investigations,  etc.),  photographs,  draw¬ 
ings,  legal  memoranda,  opinions  of  experts,  and  court  documents. 

Authority  for  maintenance  of  the  system: 

Admiralty  Claims  Act  (10  U.S.C.  7622);  5  U.S.C.  301;  44  U.S.C. 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  use  these 
files  in  the  performance  of  their  official  duties  related  to  the  adminis¬ 
trative  evaluation  and  settlement  of  admiralty  claims  asserted  against 
the  Navy.  Additionally,  these  files  are  provided  to  the  Department  of 
Justice  to  defend  civil  maritime  suits  brought  against  the  United 
States.  Finally,  these  files  may  be  furnished  to  other  components  of 
the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices 

Retrievability: 

Filed  alphabetically  by  name  of  claimant 

Safeguards: 

Files  are  maintained  in  file  cabinets  or  other  storage  devices  under 
the  control  of  authorized  personnel  during  workinjg  hours;  the  office 
space  in  which  the  file  cabinets  and  storage  devices  are  located  is 
locked  outside  of  official  working  hours. 

Retention  and  disposal: 

Records  are  retained  in  active  files  until  each  claim  is  settled  or 
litigation  resulting  therefrom  has  been  concluded.  Thereafter,  the 
files  are  maintained  within  the  office  for  two  years  and  then  retired 
to  the  Federal  Records  Center,  Suitland,  Maryland. 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department.  Washington,  D.C. 
20370 


Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Requesting 
individuals  should  specify  their  full  names.  Visitors  should  be  able  to 
identify  themselves  by  any  commonly  recognized  evidence  of  identi¬ 
ty.  Written  requests  must  be  signed  by  the  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager.  Written  requests’ for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e  g.,  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  system  manager. 

Record  source  categories: 

The  sources  of  information  contained  in  the  files  include  the  fol¬ 
lowing:  x-rays,  medical  and  dental  records  from  civilian  and  military 
doctors  and  medical  facilities;  investigative  reports;  witnesses;  and 
correspondence  from  claimants  and  their  representatives. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00013L 

System  name: 

U.S.  Postal  Service  Indemnity  Claims  Files 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  14c),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370  and  the  Federal  Records  Center, 
Suitland,  Maryland  20409 

Categories  of  individuals  covered  by  the  system: 

All  persons  who  have  filed  claims  with  the  U.  S.  Postal  Service  for 
loss  or  damage  to  mailed  matter,  and  which  claims  have  been  paid  by 
the  U.  S.  Postal  Service  and  thereafter  forwarded  for  reimbursement 
by  the  Department  of  the  Navy  pursuant  to  39  U.S.C.  712. 

Categories  of  records  in  the  system: 

Files  may  contain' claims,  substantiating  documents.  Navy  investi¬ 
gative  reports  (and  allied  reports  such  as  U.  S.  Postal  Service  investi¬ 
gative  reports,  legal  memoranda,  and  correspondence. 

Authority  for  maintenance  of  the  system: 

39  U.S.C.  712;  5  U.S.C.  30;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  files  are  used  to  evaluate  requests  for  reimbursement  by  the  U. 
S.  Postal  Service  for  payment  on  claims  for  loss  or  damage  to  mailed 
matter.  The  files  may  be  furnished  to  other  components  of  the  De¬ 
partment  of  Defense  and  the  Department  of  Justice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices. 

Retrievability: 

Filed  alphabetically  by  name  of  claimant. 

Safeguards: 

Files  are  maintained  in  file  cabinets  or  other  storage  devices  under 
the  control  of  authorized  personnel  during  working  hours;  the  office 
space  in  which  the  file  cabinets  and  storage  devices  are  located  is 
ItK’ked  outside  of  working  hours. 

Retention  and  disposal: 

Minimum-one  year;  maximum-permanent;  typically  files  located  in 
the  Office  of  the  Judge  Advocate  General  are  transferred  to  the 
Federal  Records  Center,  Suitland,  Maryland,  three  years  after  dispo¬ 
sition  of  the  case. 

System  manager($)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Requesting 
individuals  should  specify  only  their  full  names.  Visitors  should  be 
able  to  identify  themselves  by  any  commonly  recognized  evidence  of 
identity.  Written  requests  must  be  signed  by  requesting  individual. 

Record  access  procedures: 
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Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address,  and  telephone  number,  and  the  serial 
code  of  any  prior  correspondence  received  from  this  office  pertaining 
to  the  request.  For  personal  visits,  the  should  be  able  to  provide 
some  acceptable  identification,  e.g.  driver's  license,  etc.,  and  give 
some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  system  manager 

Record  source  categories: 

The  information  in  U.  S.  Postal  Service  Indemnity  Claims  Files 
may  consist  of  claims  filed,  substantiating  documents.  Navy  investiga¬ 
tive  reports,  (and  allied  reports  such  as  U.  S.  Postal  Service  investi¬ 
gative  reports),  legal  memoranda,  and  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00013M 

System  name: 

Military  Justice  correspondence  file 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  20).  Navy  Depart¬ 
ment,  Washington,  D.C.  20370. 

Categories  of  individuals  covered  by  the  system: 

Active  duty,  retired,  and  discharged  Navy  and  Marine  Corps  per¬ 
sonnel  who  v\  ere  the  subject  of  military  Justice  proceedings. 

Categories  of  records  in  the  system: 

File  contains  copy  of  incoming  correspondence,  all  background 
material  necessary  to  answer  the  correspondence  and  copies  of  letters 
replying  to  the  correspondence. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Files  may  be  furnished  to  other  components  of  the  Department  of 
Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability; 

Correspondence  is  kept  in  alphabetical  order  according  to  the  last 
name  of  the  individual  who  is  the  subject  of  the  correspondence. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  w  hicl^the  file  cabinets  and  storage  devices  are  located 
is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  maintained  in  office  for  two  years  and  then  forwarded 
to  the  Federal  Records  Center,  Suitland,  Maryland  20409  for  storage. 

System  managers)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General.  Navy  Department.  Washington.  DC. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  Deputy  Assistant  Judge 
Advocate  General  (Military  Justice),  Office  of  the  Judge  Advocate 
General,  Navy  Department,  Washington,  D.C.  20370.  Information 
may  be  obtained  by  written  request  to  the  Judge  Advocate  General 
stating  full  name  of  the  individual  concerned.  Written  requests  must 
be  signed  by  the  requesting  individual.  Personal  visits  may  be  made 
to  the  Military  Justice  Division.  Office  of  the  Judge  Advocate  Gen¬ 
eral.  room  2518,  Navy  Annex,  Arlington,  Virginia.  Individuals 
making  such  visits  should  be  able  to  provide  some  acceptable  identifi¬ 
cation.  e.g.  Armed  Forces’  identification  card,  driver’s  license,  etc. 

Record  access -procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 


Record  source  categories: 

Records  of  trial  and  correspondence  from  commands  and  agencies 
involved  in  the  matter  which  is  the  subject  of  the  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE. 

N00013N 

System  name: 

Personal  injury  and  illness  reports  on  civilian  and  govt-service 
seaman  employed  on  MSC  ships 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  11),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system: 

Injured  civilian  seamen  and  government  service  seamen  employed 
by  the  Military  Sealift  Command  or  its  contract  operators  for  service 
on  board  MSC  ships. 

Categories  of  records  in  the  system: 

System  consists  of  preliminary  personal  injury  and  illness  reptirts 
on  civilian  seamen  and  government  service  seamen  employed  by  the 
Military  Sealift  Command  or  its  contract  operators. 

Authority  for  maintenance  of  the  system: 

Admiralty  Claims  Act  (10  U.S.C.  7622);  5  U.S.C.  301;  44  U.S.C. 
3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

Officials  and  employees  of  the  Department  of  the  Navy  in  their 
performance  of  their  official  duties  related  to  the  administrative  eval¬ 
uation  and  settlement  of  subsequently  submitted  admiralty  claims 
asserted  against  the  Navy.  Additionally,  these  reports  may  later  be 
provided  to  the  Department  of  Justice  for  defense  of  civil  maritime 
Suits  brought  against  the  United  States.  Finally,  these  reports  may  be 
furnished  to  other  components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  stored  in  file  cabinets 

Retrievability: 

Filed  by  name  of  injured  seaman  listed  under  each  particular  MSC 
ship  by  date  of  injury. 

Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  control  of  authorized 
personnel  during  working  hours;  the  office  space  in  which  the  file 
cabinets  are  lcx;ated  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Reports  are  maintained  in  personal  injury  report  file  folders  for  a 
period  of  two  years  from  the  date  of  particular  injury  or  illness  and 
are,  thereafter,  destroyed  at  the  local  office  level. 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law).  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  DC. 
20370. 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Requesting 
individuals  should  specify  their  full  names.  Visitors  should  be  able  to 
identify  themselves  by  any  commonly  recognized  evidence  of  identi¬ 
ty.  Written  requests  must  be  signed  by  the  requesting  individual. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager.  Written  requests  for  access  should  contain  the  full  name  of  the 
individual,  current  address  and  telephone  number,  and  the  serial  code 
of  any  prior  correspondence  received  from  this  office  pertaining  to 
the  request.  For  personal  visits,  the  individual  should  be  able  to 
provide  some  acceptable  identification,  e.g.,  driver’s  license,  etc.,  and 
give  some  verbal  information  that  could  be  verified  in  the  file. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  determi¬ 
nations  may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Masters  of  Military  Sealift  Command  ships;  witnes.ses;  medical  and 
dental  forms;  and  investigative  report*. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 
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N00013P 

System  name: 

Reservists  reporting  for  active  duty  for  training,  backgroiind  ques¬ 
tionnaires 
System  location: 

Office  of  the  Judge  Advocate  General  (Qxle  62),  Navy  Depart¬ 
ment,  Washington.  D.C.  20370 
Categories  of  individuals  covered  by  the  system: 

Officers  reporting  for  duty  in  the  Office  of  the  Judge  Advix.ate 
General  * 

Categories  of  records  in  the  system: 

Name,  designator,  rank,  unit  to  which  attached,  law  schix)!  attend¬ 
ed,  year  admitted  to  practice  and  State  or  Territory  where  admitted, 
and  employment. 

Authority  for  maintenance  of  the  system: 

10  use  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  assist  the  Judge  Advocate  General  in  the  assignment  of  offi¬ 
cers.  The  files  may  be  furnished  to  other  components  of  the  Depart¬ 
ment  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  stored  in  a  file  cabinet. 

Rctrievability: 

By  officer’s  name. 

Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  control  of  authorized 
personnel  during  working  hours;  the  office  space  in  which  the  cabi¬ 
nets  are  located  is  locked  outside  of  official  working  hours. 

Retention  and  disposal: 

Records  are  retained  for  two  months  and  then  destroyed 
System  manager(s)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department.  Washington.  DC. 
20370 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Written 
requests  must  be  signed  by  the  requesting  individual.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  e.g..  Armed  Forces  identification  card,  driver’s  license, 
etc. 

Record  access  procedures: 

Requests  should  be  addressed  to  the  system  manager 
Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesttng  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Information  is  received  from  Re.scrve  officers  who  participate  in 
the  Naval  Reserve  Law  Programs. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONF 

.\00013g 

System  name: 

Naval  Reserve  Law  Program  Officer  Perstinnel  Information 
System  location: 

Office  of  the  Judge  Advcx;ate  General  (Code  62).  Navy  Depart¬ 
ment.  Washington,  D  C.  20370 
Categories  of  individuals  covered  by  the  system: 

Applicants  applying  for  appointment  or  transfer  to  Judge  Advo¬ 
cate  General's  Corps  of  the  Naval  Reserve. 

Categories  of  records  in  the  system: 

Furnishes  information  as  to  applicant’s  qualifications  and  intentions 
to  affiliate  in  Naval  Reserve  Law  Program. 

Authority  for  maintenance  of  the  system: 

10  use  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Office  use  required  for  personnel  management  of  Reserve  Law 
Program.  Use  is  required  to  assist  in  determining  applicant’s  qualifica¬ 
tion  for  appointment  in  the  Judge  General’s  Corps.  These  files  may 
be  furnished  to  other  components  of  the  Department  of  Defense. 

‘Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  stored  in  a  file  cabinet 
Retrievability: 

By  officer’s  name 
Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  control  of  authorized 
perstmnel  during  working  hours;  the  office  space  in  which  the  file 
cabinets  are  IcK'ated  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  maintained  for  two  years  and  then  destroyed. 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advix-ate  General,  Navy  Department,  Wasliiiigion.  DC. 
20370 

Notification  procedure: 

Information  may  be  obtained  from  the;  Office  of  the  Judge  Advo¬ 
cate  General  (Code  62),  Navy  Department,  Rixim  24.31,  Navy 
Annex,  Washington,  D  C.  20370.  Written  requests  must  be  signed  by 
the  requesting  individual,  and  for  personal  visits,  the  individual 
should  be  able  to  provide  some  acceptable  identification,  e  g.  Armed 
Forces  identification  card,  driver’s  license,  etc. 

Record  access  procedures: 

Requests  should  be  addressed  to:  Judge  Advocate  General  (Cixle 
62),  Navy  Department,  Washington.  D  C.  20370 
Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Information  is  received  from  applicants  who  are  applying  for  ap- 
fHiintment  in  the  Judge  AdvxKrate  Generals’  Corps  or  from  reserve 
officers  requesting  transfer  to  the  system  manager. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00013S 

System  name: 

Directory  of  Retired  Regular  and  Reserve  Judge  Advmates 
System  location: 

Office  of  the  Judge  Advtx;ate  General  (Crxlc  61)  Navy  Depart¬ 
ment.  Washington.  D.C.  20370 
Categories  of  individuals  covered  by  the  system: 

Retired  Officers  of  the  Judge  Adv(x;ate  General’s  Corps 
Categories  of  records  in  the  system: 

Name.  SSAN,  Designator,  .address,  rank,  retirement  date. 

Authority  for  maintenance  of  the  system: 

10  use  5806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  utilize/assign  retired  Judge  Advocate  Generals’  Corps  Officers 
to  Official  Navy  Selection  Boards  involving  Judge  AdvtKate  Gener¬ 
als’  Corps  Personnel  and  to  facilitate  kxration  of  lawyers  throught)ut 
the  world  with  naval  experience,  which  may  be  utilized  by  the  Naval 
Service.  These  records  may  be  furnished  to  other  components  of  the 
Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  paper  printouts 
Retrievability: 

Computer  paper  printouts  requested  from  the  Bureau  of  Naval 
Perstuinel.  Retirees  are  shown  alphabetically  by  rank. 

Safeguards: 

Records  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  located 
is  kK-ked  outside  official  working  hours. 
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Retention  and  disposal:  ^ 

Records  not  kept  after  person  is  deceased. 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Written 
requests  must  be  signed  by  the  requesting  individual.  Foi^  personal 
visits,  the  requesting  individual  should  be  able  to  provide  some  ac¬ 
ceptable  identification,  e  g.  Armed  Forces  identification  card,  driver’s 
license,  etc. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  system  manager. 

Record  source  categories: 

Information  received  from  records  held  by  the  Bureau  of  Naval 
Personnel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00013T 

System  name: 

Office  of  the  Judge  Advocate  General,  Reporting  Questionnaire 

System  location: 

Office  of  the  Judge  Advocate  General,  (Code  61),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system: 

Officers  reporting  for  duty  in  the  Office  of  the  Judge  .Advocate 
General. 

Categories  of  records  in  the  system: 

Name,  SSAN,  designator,  rank,  date  of  rank,  branch  of  service, 
place  and  date  of  birth,  dependents,  wife’s  name,  height,  weight,  eye 
and  hair  color,  home  address  and  telephone  number,  date  reported, 
date  detached,  previous  duty  station  and  mode  of  travel. 

Authority  for  maintenance  of  the  system: 

10  use  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  assist  Judge  Advocate  General  in  assignment  of  officers  within 
the  Office  of  the  Judge  Advocate  General  and,  until  recently,  this 
information  was  also  used  to  assist  Officers  in  obtaining  identification 
cards  for  themselves  and  their  dependents.  These  records  may  be 
furnished  to  other  components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  kept  in  a  folder  alphabetically,  stored  in  a  file 
cabinet. 

Retrievability: 

By  officer’s  name. 

Safeguards: 

Records  are  maintained  in  a  file  cabinet  under  the  control  of 
authorized  personnel  during  working  hours;  and  the  office  space  in 
which  the  cabinet  is  located  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  destroyed  when  the  officer  is  transferred  from  the 
Office  of  the  Judge  Advocate  General. 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  from  the  system  manager.  Written 
r^uests  must  be  signed  by  the  requesting  individual.  For  personal 
visits,  the  requesting  individual  should  be  able  to  provide  some  ac¬ 
ceptable  identification,  e.g.  Armed  Forces  identification  card,  driver’s 
license,  etc. 

Record  access  procedures: 


Requests  from  individuals  should  be  addressed  to  the  system  man¬ 
ager. 

Contesting  record  procedures: 

The  agency’s  rules  for  a^ess  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Information  submitted  by  the  officer  upon  his  reporting  for  duty  in 
the  Office  of  the  Judge  Advocate  General. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00013X 

System  name: 

Fiduciary  Affairs  Records 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  13)  Washington 
Navy  Yard  W'ashington,  D.C.  20360 

Categories  of  individuals  covered  by  the  system: 

All  active  duty,  fleet  reserve,  and  retired  members  of  the  Navy 
and  Marine  Corps  who  have  been  medically  determined  to  be  men¬ 
tally  incapable  of  managing  their  financial  affairs,  their  appointed  or 
prospective  trustees,  and  members’  next-of-kin. 

Categories  of  records  in  the  system: 

The  system  contains  proceedings  of  medical  boards,  diKumentation 
indicating  the  origin  of  the  mental  incapability,  the  name(s)  and 
address(es)  of  the  individual’s  next-of-kin,  the  disability  retirement 
index,  a  copy  of  the  interview(s)  of  prospective  trustee(s),  the  ap¬ 
pointment  of  the  approved  trustee,  authority  to  pay  the  individual’s 
retirement  pay  to  the  approved  trustee,  the  instructions  of  duties  and 
responsibilities  to  the  trustee,  annual  trustee  accounting  reports,  copy 
of  the  trustee’s  surety  bond,  a  copy  of  the  affidavit  executed  by  the 
trustee  to  obtain  the  surety  bond,  miscellaneous  correspondence  relat¬ 
ing  to  the  trustee’s  duties  and  responsibilities,  annual  approvals  of  the 
trustee  account,  discharge(s)  of  trustee,  release(s)  of  surety,  periodic 
physical  examinations,  medical  records,  and  related  correspondence. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301;  37  U.S.C.  601-604;  44  U.S.C.  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

This  information  is  maintained  for  the  purpose  of  providing  non¬ 
judicial  financial  management  of  military  pay  and  allowances  payable 
to  active  duty,  fleet  reserve,  and  retired  Navy  and  Marine  Corps 
members  for  the  period  during  which  they  are  medically  determined 
to  be  mentally  incapable  of  managing  their  financial  affairs.  This 
information  may  be  furnished  to  the  Department  of  Justice  when 
there  is  rea.son  to  suspiect  financial  mismanagement  and  no  satisfac¬ 
tory  settlement  with  the  surety  can  be  reached,  and  may  be  furnished 
to  the  Veterans  Administration  in  connection  with  programs  adminis¬ 
tered  by  that  agency.  > 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Papers  records  in  file  folders  stored  in  file  cabinets  or  other  storage 
devices. 

Retrievability: 

By  name  of  the  member  or  by  name  of  the  trustee. 

Safeguards: 

Files  are  maintained  in  file  cabinets  and  other  storage  devices 
under  the  control  of  authorized  personnel  during  working  hours;  the 
office  space  in  which  the  file  cabinets  and  storage  devices  are  Uxrated 
is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Indefinitely;  however,  after  the  death  of  a  member,  his  files  are 
typically  transferred  to  the  Federal  Records  Center,  Suitland,  Mary¬ 
land,  20409. 

System  managerts)  and  address; 

Assistant  Judge  Advocate  General  (Civil  Law)  Office  of  the  Judge 
Advocate  General  Navy  Department  Washington,  D.C.  20370 

Notification  procedure: 

Information  may  be  obtained  by  written  request  which  adequately 
identifies  the  system  of  records  and  the  individual  about  whom  the 
record  is  kept  (i.e.  full  name);  written  requests  must  be  signed  by  the 
requesting  individual. 

Record  access  procedures: 
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The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Components  within  the  Department  of  the  Navy,  medical  doctors, 
approved  trustees,  prospective  trustees,  surety  companies,  and  Veter¬ 
ans  Administration. 

Systems  exempted  from  certain  provisions  of  the  art: 

None. 

Noootaio 

System  name: 

Physical  disability  evaluation  proceedings 

System  location: 

Office  of  the  Judge  Advocate  General  (Code  75.2),  Navy  Depart¬ 
ment,  Wa.shington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system: 

All  Navy  and  Marine  Corps  personnel  who  have  been  considered 
by  a  Physical  Evaluation  Board  for  separation  or  retirement  by 
reason  of  physical  disability  (including  those  found  fit  for  duty  by 
such  boards). 

Categories  of  records  in  the  system: 

File  contains  medical  board  reports;  statements  t>f  findings  of  phys¬ 
ical  evaluation  boards;  medical  reports  from  Veterans  Administration 
and  civilian  medical  facilities;  copies  of  military  health  records; 
copies  of  JAG  Manual  investigations;  copies  of  prior  actions  taken  in 
the  case;  transcripts  of  physical  evaluation  b<^ard  hearings;  rebuttals 
submitted  by  the  party;  intra  and  interagency  correspondence  con¬ 
cerning  the  case;  correspondence  from  and  to  the  party,  members  of 
Congress,  attorneys,  and  other  interested  parties;  and  dcK'uments  con¬ 
cerning  the  appointment  of  trustees  for  mentally  incompetent  service 
members. 

Authority  for  maintenance  of  the  system: 

10  U.S.C.  1216  and  10  U.S.C.  5148 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Department  of  the  Navy  -  Used  by  personnel  in  the  performance 
of  their  official  duties  to  determine  fitness  for  duty  or  eligibility  for 
separation  or  retirement  due  to  physical  disability  of  Navy  and 
Marine  Corps  personnel,  by  establishing  the  existence  of  disability, 
the  degree  of  disability,  and  the  circumstances  under  which  the 
disability  was  incurred. 

Veterans  Administration  -  To  verify  information  of  service  con¬ 
nected  disabilities  in  order  to  evaluate  applications  for  veterans'  bene¬ 
fits. 

Office  of  the  Judge  Advocate  General  -  Used  by  personnel  in  the 
performance  of  their  official  duties  relating  to  legal  review  of  disabil¬ 
ity  evaluation  prixreedings;  response  to  official  inquiries  concerning 
the  disability  evaluation  prtKeedings  of  particular  service  persrmnel; 
to  obtain  information  in  order  to  initiate  claims  against  third  parties 
for  recovery  of  medical  expenses  under  the  Medical  Care  Recovery 
Act  (42  U.S.C.  2651-53);  and  to  obtain  information  on  personnel 
determined  to  be  mentally  incompetent  to  handle  their  own  financial 
affairs,  in  order  to  appoint  trustees  to  receive  their  retired  pay.  In 
addition,  the  information  may  be  furnished  to  other  comprrnents  of 
the  Department  of  Defen.se. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

Rctrievability: 

Filed  by  year  of  initial  disability  processing,  and  alphabetically  by 
name  within  that  year.  Veterans  Administration  To  verify  informa¬ 
tion  of  service  connected  disabilities  in  -order  to  evaluate  applications 
for  veterans’  benefits. 

Safeguards: 

Files  are  maintained  in  file  cabinets  or  other  storage  devices  under 
the  control  of  authorized  personnel  during  working  hours;  the  office 
space  in  which  the  file  cabinets  and  storage  device's  arc  ItKated  is 
liKked  outside  official  working  hours. 

Retention  and  disposal: 

Records  are  permanent.  They  are  retained  in  the  Judge  Advrxrate 
General's  central  Records  Section  for  six  years.  After  that  time,  they 
are  sent  to  the  Federal  Records  Center,  Suitland,  Maryland. 


System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department  Wa.shington,  D.C. 
20370.  , 

Notification  procedure:  ' 

Information  may  be  obtained  from  Administrative  Law  Division, 
Office  of  the  Judge  Advocate  General  (Code  13),  Navy  Department. 
Washington,  D.C.  20370 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  military  grade  or  rate,  and  date  of  birth.  Written 
requests  must  be  signed  by  the  requesting  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  a  military  identification  card  (active 
duty  or  retired)  or  a  driver’s  license. 

Record  access  procedures: 

Requests  from  individuals  should  be  addres.sed  to:  Administrative 
Law  Division,  Office  of  the  Judge  Advocate  General,  Navy  Depart¬ 
ment,  Washington,  D.  C.  20370. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Military  medical  boards*  and  medical  facilities;  Veterans  Adminis¬ 
tration  and  civilian  medical  facilities;  Physical  Evaluation  Boards  and 
other  activities  of  the  Office  of  Naval  Disability  Evaluation;  the 
Bureau  of  Medicine  and  Surgery;  the  Fiduciary  Affairs  Section; 
Navy  and  Marine  Corps  local  command  activities;  other  activities  of 
the  Department  of  Defense;  and  correspondence  from  private  coun¬ 
sel  and  other  interested  persons. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N0001314 

System  name: 

JAG  Corps  Officer  Personnel  Information  * 

System  location: 

Office  of  the  Judge  Advocate  General  (Ccxie  61)  Navy  Depart¬ 
ment.  Washington,  D.C.  20370 

Categories  of  individuals  covered  by  the  system: 

Active  Duty  OfTigers  in  the  Judge  Advocate  General’s  Corps, 
Active  Duty  Officers  in  the  Law  Education  and  Excess  Leave  Pro¬ 
grams 

Categories  of  records  in  the  system: 

Name,  date  of  birth,  social  security  account  number,  USN/USNR, 
designator,  rank,  state  bar  membership  and  year  admitted,  wife’s 
name,  no.  of  dependents,  lineal  listing  by  year  group,  duty  assign¬ 
ment.  arrival  and  rotation  dates,  release  date  if  applicable 

Authority  for  maintenance  of  the  system: 

10  use  806 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  use  required  for  personnel  management  of  Navy  JAG  Corps 
personnel  as  the  Judge  Advocate  General  Is  statutorily  required  to 
make  recommendation  on  the  assignment  of  all  active  duty  JAG 
Corps  officers.  Use  is  required  to  determine  qualification  of  an  officer 
to  receive  a  JAG  Corps  designation  and  to  be'  certified  as  a  trial  or 
defense  counsel.  Use  is  further  required  to  determine  the  rotation 
dates  and  release  from  active  duty  dates  of  JAG  Corps  officers  as 
well  as  the  date  new  officers  will  be  available  for  duty.  This  informa¬ 
tion  is  then  utilized  to  prepare  JAG  Corps  strength  plans  for  submis¬ 
sion  to  OPNAV'.  Use  is  also  required  to  obtain  an  officer’s  preference 
for  duty  assignment  as  well  as  eligibility  for  consideration  for  post¬ 
graduate  education  and  overseas  assignments.  Certain  of  this  informa¬ 
tion  is  promulgated  to  all  active-duty  JAG  Corps  officers  in  a  semi¬ 
annual  publication  known  as  the  Directory  of  Navy  Judge  Advo¬ 
cates.  The  information  is  promulgated  for  informational  purposes  so 
that  officers  can  determine  what  positions  (billets)  might  be  available 
should  they  desire  rotation.  Additionally,  the  information  may  be 
furnished  to  other  components  of  the  Department  of  Defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  strips  kept  on  a  strip  file  (wheel)  and  paper  records  kept 
in  a  folder  identified  by  the  officer's  name  kept  in  file  cabinets. 

Retrievability: 
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By  ofTicer’s  name,  folders  are  filed  alphabetically, 

Safeguards: 

Records  are  maintained  in  the  Office  of  the  Judge  Advocate  Gen¬ 
eral  personnel  office  under  the  control  of  authorized  personnel 
during  working  hours;  the  office  space  in  which  the  storage  devices 
containing  the  records  is  locked  outside  official  working  hours. 

Retention  and  disposal: 

Upon  release  from  active  duty,  records  are  kept  three  years  and 
then  destroyed.  Upon  retirement  from  active  duty,  records  are  main¬ 
tained  indefinitely. 

System  managerts)  and  address: 

Assistant  Judge  Advocate  General  (Civil  Law),  Office  of  the 
Judge  Advocate  General,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Information  may  be  obtained  from: 

Judge  Advocate  General, 

Navy  Department, 

Code  61,  Room  2433,  Navy  Annex, 

Washington,  D.C.  20370 
Telephone:  Area  Code  202/0X4-48 1 8 

Written  requests  must  be  signed  by  the  requesting  individual.  For 
personal  visits,  the  requesting  individual  should  be  able  to  provide 
some  acceptable  identification,  e.g.  Armed  Forces  identification  card, 
driver’s  license,  etc. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to: 

Judge  Advocate  General  (Code  61) 

Navy  Department, 

Washington,  D.C.  20370 

Personnel  visits  may  be  made  to  the  JAG  Personnel  Office,  Room 
2433,  Navy  Annex,  Washington,  D.C.  20370. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  System  Manager. 

Record  source  categories: 

Information  submitted  by  the  officer  upon  his  successful  comple¬ 
tion  of  law  school  and  admission  to  the  bar,  orders  to  active  duty 
and  subsequent  transfer  orders,  computer  strips  provided  by  the 
Bureau  of  Naval  Personnel  on  all  active  duty  officers. 

Sy  stems  exempted  from  certain  provisions  of  the  act: 

NONE 

N000140NR300-1 

System  name: 

Patent,  Invention,  Trademark,  Copyright  and  Royalty  Files 

System  location: 

Office  of  Naval  Research,  800  North  Quincy  Street,  Arlington, 
V.A,  22217 

Categories  of  individuals  covered  by  the  system: 

Inventors  and  patent  owners  of  inventions  in  which  Government 
has  an  interest  or  which  Department  of  the  Navy  has  evaluated; 
copyright  owners  of  works  in  which  Government  has  an  interest; 
and  claimants  or  parties  in  administrative  proceedings  or  litigation 
with  the  Government  involving  patents,  copyrights  or  trademarks. 

Categories  of  records  in  the  sy  stem: 

Invention  disclosures;  disposition  of  rights  in  inventions  of  Govern¬ 
ment  employees;  patent  applications  and  patented  files;  patent  li¬ 
censes  and  assignments;  patent  secrecy  orders;  copyright  licenses  and 
assignments;  patent  and  copyright  royalty  matters;  administrative 
claims  and  litigation  with  the  Government  involving  patents,  copy¬ 
rights  and  trademarks  including  private  relief  legislation  involving 
these  matters;  and  documents  and  correspondence  relating  to  the 
foregoing. 

Authority  for  maintenance  of  the  system: 

10  use  5151 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Navy  patent  personnel  to  determine  rights  of  the  Govern¬ 
ment  and  employees  in  employee  inventions;  to  file  and  prosecute 
patent  applications;  to  publish  invention  disclosures  for  public  infor¬ 
mation  and  defensive  purposes;  to  provide  evidence  and  record  of 
Government  interest  in  or  under  patents  or  applications  for  patents; 
to  provide  evidence  and  record  of  patent  and  copyright  licensing  and 
assignment;  to  determine  action  or  recommended  action  regarding 


disposition  of  claims  or  litigation;  and  to  recommend  Government 
employee  incentive  awards.  Used  by  other  Navy/Marine  Corps  com¬ 
mands  to  determine  Government  interest  in  inventions;  to  permit 
utilization  of  inventions;  and  to  support  employee  incentive  awards. 
Used  by  U.S.  Patent  and  Trademark  Office  to  determine  respective 
rights  of  the  Government  and  employee-inventors;  by  the  Commis¬ 
sioner  of  Patents  and  Trademarks,  as  well  as  Navy  patent  personnel, 
to  administer  Patent  Secrecy  responsibilities;  by  Federal  Council  for 
Science  and  Technology  as  a  source  of  statistical  data  for  an  annual 
report  on  Government  patent  policy;  by  the  General  Accounting 
Office  to  conduct  audits  and  perform  other  statutory  functions.  Infor¬ 
mation  is  transmitted  to  the  U.S.  Patent  and  Trademark  Office  and 
appropriate  foreign  government  offices  for  prosecution  of  patent  ap¬ 
plications;  the  U.S.  Patent  and  Trademark  Office  and  the  U.S.  Copy¬ 
right  Office  to  evidence  legal  interests  in  patent  and  copyright  li¬ 
censes  and  assignments;  the  National  Technical  Information  Service 
for  publication  of  inventions  available  for  licensing;  non-governmen¬ 
tal  personnel  (including  contractors  and  prospective  contractors) 
having  an  identified  interest  in  particular  inventions  and  Government 
rights  therein,  in  infringement  of  particular  patents  or  copyrights,  or 
in  allowance  of  royalties  on  contracts;  and  the  Congress  in  the  form 
of  reports  on  particular  bills  for  private  relief  and  reports  of  action 
on  Congressional  and  constituent  requests.  Government  agencies  in¬ 
volved  in  claims  or  litigation,  including  the  Department  of  Justice, 
have  access  to  prosecute  and  defend  cases.  All  Government  agencies 
have  access  to  license  records.  Parties  involved  in  particular  licensing 
arrangements  have  access  to  specific  files  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  card  files. 

Retrievability: 

Subject  matter;  Navy  patent  case  number;  name  of  inventor,  paten¬ 
tee,  copyright  owner,  claimant  or  correspondent. 

Safeguards: 

Maintained  in  safes  and  file  cabinets  in  controlled  spaces  accessible 
only  by  authorized  personnel  who  are  properly  instructed  in  the 
permissible  use  of  the  information. 

Retention  and  disposal: 

Maintained  indefinitely  but  records  are  transferred  to  Federal  Rec¬ 
ords  Center  two  years  after  completed  action  on  case  to  which 
record  relates. 

System  manageris)  and  address: 

Assistant  Chief  for  Patents,  Code  300,  Office  of  Naval  Research, 
Arlington,  VA,  22217 

Notification  procedure: 

Direct  information  requests  to  system  manager. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Information  obtained  from  individual  inventor,  patent  or  copyright 
owner,  claimant,  licensor  or  licensee,  or  from  U.S.  Patent  and  Trade¬ 
mark  Office,  or  from  U.S.  Copyright  Office.  Information  on  Govern¬ 
ment  employee-inventors  or  copyright  owners  may  be  obtained  from 
Government  personnel  records  and  from  Government  supervisors. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N000140NR400-1 

System  name: 

Principal  investigator  Record  of  Active  Contracts 

System  location: 

Office  of  Naval  Research,  Code  4(X)rl,  Arlington,  Virginia  22217 

Categories  of  individuals  covered  by  the  system: 

Names  of  principal  investigators  with  active  contracts  in  ONR 
with  Asst.  Chief  for  Research  and  Asst.  Chief  for  Technology 

Categories  of  records  in  the  system: 

3x5  index  cards  arranged  alphabetically  by  principal  investigators’ 
names 

Authority  for  maintenance  of  the  system: 

5  use  301,  Departmental  Regulations 
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Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to;  (A)  Determine  whether  an  individual  h^  a  contract  with 
the  OfTice  of  Naval  Research,  (B)  Cross-reference  identifying  infor¬ 
mation  on  technical  supports.  The  record  is  used  by  personnel  in  the 
immediate  office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

3x5  index  cards  arranged  alphabetically  in  an  open  metal  tray 
Retrievability: 

Name 

Safeguards: 

Locked  file  cabinets 
Retention  and  disposal: 

Maintained  as  long  as  contract  is  on-going;  when  contract  expires, 
cards  are  put  in  office  waste  basket 
System  managerts)  and  address: 

Asst.  Chief  for  Research  Office  of  Naval  Research.  Arlington.  VA. 
22217 

Notification  procedure: 

Inquiries  should  be  made  in  writing  or  by  telephone  to  Office  of 
Naval  Research  (Code  400rl).  Arlington,  VA.  22217  Phone:  202-692- 
4108 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
systems  manager 
Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager 

Record  source  categories: 

Procurement  request  for  contract  work 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

NI)00140NR723-1 

System  name: 

Naval  Research  Reserve  Program  Personnel  Accounting  System 
System  location: 

Office  of  Naval  Research  800  North  Quincy  st.  Arlington.  VA 
22217 

Categories  of  individuals  covered  by  the  system: 

Research  reserve  personnel,  officer  and  enlisted 
Categories  of  records  in  the  system: 

Military  identification  information,  including  Naval  Officer  Billet 
Codes,  plus  professional  qualifications  information,  including  educa¬ 
tion  and  occupation 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Mobiliazation  plannng,  active  duty  for  training  order  endorse¬ 
ments.  preparation  of  Quarterly  Reserve  Status  Report  on  Readiness 
of  Reserve  for  the  Chief  of  Naval  Research  (CNR),  Research  Re¬ 
serve  Annual  Report  for  CNR 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Punched  cards,  printouts,  printed  forms  (NAVSO  l080/2f.-and 
I080/2A) 

Retrievability: 

Name,  rank,  designator,  NOBC’s,  education,  major  subject.  First 
Navy  qualification,  first  job  function,  reserve  unit  affiliation 
Safeguards: 

Records  kept  in  controlled  access  building,  controlled  computer 
spaces,  file  cabinets  in  limited  access  offices 
Retention  and  disposal: 

Physically  destroyed  annualy  when  new  questionnaire  forms  are 
received 

System  manageris)  and  address:  Research  Reserve  Coordinator, 
Code  723  Office  of  Naval  Research  Arlington,  VA  22217 


Notification  procedure:  Write  to  SYSMANAGER,  giving  full 
name,  rank.  SSN.  Visit  Office  at  above  address,  showing  Naval 
Research  ID  Card. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Qualifications  Questionnaire  Naval  Reserve  Research  Program, 
NAVSO  form  1080/2 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00015.  050101 

System  name: 

Reserve  Personnel  History  File 

System  location: 

Naval  Intelligence  Command  2461  Eisenhower  Avenue  Alexan¬ 
dria,  Virginia  22331 

Categories  of  individuals  covered  by  tbe  system: 

All  officers  and  enlisted  personnel  of  the  Naval  Reserve , Intelli¬ 
gence  Program  and  applicants  for  affiliation  with  the  program 

Categories  of  records  in  the  system: 

File  contains  information  relating  tli  the  individual’s  residence  his¬ 
tory,  education,  professional  qualifications,  occupational  history,  for¬ 
eign  country  travel  and  knowledge,  foreign  language  capabilities, 
history  of  active  military  duty  assignments  and  military  reserve 
active  duty  training  and  background  investigation  information. 

Authority  for  maintenance  of  the  system: 

National  Security  Act  of  1947,  as  amended;  5  U.S.C.  301  Depart¬ 
mental  Regulations;  10  U.S.C.  503  Department  of  the  Navy  10 
U.S.C.  6011  Departmental  Regulations;  44  USC  3101,,  Records  Man¬ 
agement  by  Federal  Agencies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  Reserve  Personnel  History  File  is  maintained  for  the  purposes 
of  determining  qualifications  for  members  of  the  Naval  Reserve  Intel¬ 
ligence  Program  and  providing  a  personnel  management  device  for 
career  development  programs,  manpower  and  personnel  requirements 
for  program  activities  assignment  of  support  projects  of  the  reserve 
program,  and  mobilization  planning  requirements.  This  information 
may  be  provided  to  the  department  of  Defense  and  components 
therof  for  research,  analysis,  evaluation  and  utilization  of  the  infor¬ 
mation  and  for  such  other  matters  as  may  be  necessary  to  fulfill  the 
responsibilities  of  the  Department  of  Defense  and  the  comjwnents 
therof.  By  other  appropriate  federal  agencies  who  may  require  the 
information  to  fulfil  such  agencies*  legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computerized  magnetic  tapes;  microfocm;  some  records  ■  may  be 
maintained  in  file  folders. 

Retrievability: 

The  file  can  be  acces.sed  for  each  file  element  or  any  combination 
therof  . 

Safeguards: 

GSA  approved  security  containers  located  in  controlled  access 
spaces. 

Retention  and  disposal' 

Records  Disposal  Manual,  Secretary  of  the  Navy  Instruction 
5212.5B. 

System  manageris)  and  address: 

Commander,  Naval  Intelligence  Command  2461  Eisenhower 
Avenue  Alexandria,  Virginia  22331 

Notification  procedure: 

Information  may  be  obtained  by  written  request  to  the  System 
Manager,  giving  full  name,  residence  address  and  date  and  place  of 
birth.  A  notarized  statement  may  be  required  for  identity  verification. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 
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Contesting  racord  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Reserve  Personnel  History  File  data  submitted  by  the  individual; 
background  investigation  reports  from  the  Naval'  Investigative  Serv¬ 
ice. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00015.L1000 

System  name: 

Naval  Intelligence  Management  Information  System  (NIMIS) 

System  location: 

Naval  Intelligence  Support  Center,  4301  Suitland  Road,  Washing¬ 
ton.  D.C.  20390. 

Categories  of  individuals  covered  by  the  system: 

Military  and  federal  employees  of  the  Commander,  Navaf  Imelli- 
gence  Command  and  subordinate  commands  thereof. 

Categories  of  records  in  the  system: 

File  contains  a  record  of  taskings  to  various  components  of  the 
Office  of  Naval  Intelligence  and  the  Naval  Intelligence  Command, 
including  a  record  of  workhours  expended  on  those  tasks  by  each 
individual  involved. 

Authority  for  maintenance  of  the  system: 

Title  5,  use  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  derived  from  this  system  is  used  by  the  OfHce  of 
Naval  Intelligence  and  its  components,  for  research  analysis,  develop¬ 
ing  and  evaluating  plans,  policies,  procedures,  and  related  matters. 
The  information  is  also  used  for  the  purpose  of  measuring  intelli¬ 
gence  prrxiuction  against  budgeted  programs  and  goals;  for  purposes 
of  maintaining  a  record  of  intelligencetaskings  and  projects  assigned 
to  the  Office  of  Naval  Intelligence  and  its  components  including  the 
current  status;  for  historical  and  statistical  purposes;  including  use  of 
summary  data  as  the  basis  for  various  reports;  and  for  such  other 
matters  as  may  be  necessary  to  fulfill  the  responsibilities  of  ONI  and 
components  thereof;  the  Director  of  Central  Intelligence;  United 
States  Foreign  Intelligence  Board;  and  other  appropriate  federal 
agencies  requiring  the  information  to  fulfill  legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  disk  with  backup  on  magnetic  tape.  Maintained  in  con¬ 
trolled  access  areas. 

Retrievability: 

Files  are  accessed  and  retrieved  by  a  project  number  and/or  by 
social  security  number  or  a  locally  assigned  number. 

Safeguards: 

In  compliance  with  the  specified  requirements  for  classified  matter 
and  are  accessable  to  authorized  personnel  with  proper  security 
clearance  and  need  for  access. 

Retention  and  disposal: 

Records  are  maintained  by  fiscal  year  and  are  destroyed  after  S 
years. 

System  managerts)  and  address: 

Commander,  Naval  Intelligence  Command,  Building  1,  Federal 
Complex.  Suitland,  Maryland  20390. 

Notification  procedure: 

A  person  can  determine  whether  the  system  contains  information 
pertaining  to  that  individual  by  making  a  written  request  to  the 
system  manager.  The  written  request  should  contain  full  name,  social 
security  number,  current  residence  address  and  telephone  number. 

Record  access  procedures: 

Written  requests  to  the  system  manager  requesting  rules  for  access 
to  records. 

Contesting  record  procedures: 

The  Office  of  Naval  Intelligence  rules  for  contesting  contents  and 
appealing  determinations  may  be  obtained  from  the  systems  manager. 

Record  source  categories: 

Workhour  inputs  are  obtained  from  each  individual  on  a  weekly 
basis. 


Systems  exempted  from  certain  provisions  of  the  act: 

Some  information  contained  in  this  system  of  records  is  classified 
and  exempt  from  access  pursuant  to  provisions  of.  5  USC  522a(kKl). 
Access  will  be  granted  to  those  portions  of  the  record  which;  (1)  are 
determined  to  be  unclassified  at  the  time  access  is  requested,  and  (2) 
are  reasonably  segregative  from  exempt  portions. 

N00015.00K1 

System  name: 

Special  Intelligence  Personnel  Access  File 

System  location: 

Naval  Intelligence  Command,  2461  Eisenhower  Avenue,  Alexan¬ 
dria,  Va.  22331 

Categories  of  individuals  covered  by  the  system: 

All  civilian  and  military  personnel  of  the  Department  of  the  Navy 
and  contractors  and  consultants  of  the  Department  of  the  Navy. 

Categories  of  records  in  the  system: 

Records  pertaining  to  the  eligibility  of  Department  of  the  Navy 
personnel  (civilian.military,  contractor  and  consultant)  to  be  granted 
access  to  Special  Intelligence  which  include  documents  of  nomina¬ 
tion.  personal  history  statements,  background  investigation  date  and 
character,  narrative  memoranda  of  background'  investigation,  eligibil¬ 
ity  documents  for  access  to  special  intelligence,  proof  of  indoctrina¬ 
tion  and  debriefings  as  applicable  and  record  of  hazardous  activity 
restrictions  assigned. 

Authority  for  maintenance  of  the  system: 

National  Security  Act  of  1947,  a.®  amended;  5  U.S.C.  301,  Depart¬ 
mental  regulations;  10  U.S.C.  503,  Department  of  the  Navy;  10 
U.S.C.  6011,  Navy  Regulations;  44  U.S.C.  3101,  Records  Manage¬ 
ment  by  federal  agencies;  Executive  Order  1 1652,  classification  and 
declassification  of  National  Security  Information  and  Material. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  Special  Intelligence  Personnel  Access  File  is  maintained  for 
the  purpose  of  permitting  a  determination  of  an  individual’s  eligibility 
for  access  to  Special  Intelligence  information.  This  information  may 
be  provided  to  the  Department  of  Defense  and  all  its  components, 
the  Central  Intelligence  Agency,  the  Federal  Bureau  of  Investigation, 
the  National  Security  Agency,  the  Energy  Research  and  Develop¬ 
ment  Administration,  the  United  States  Treasury  Department,  the 
Department  of  State,  and  to  any  other  Federal  agency  establishing  a 
need  to  know  for  the  performance  of  their  assigned  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Active  files  consist  of  paper  records  in  file  folders  and  computer¬ 
ized  tapes.  Inactive  files  are  retained  on  microfiche. 

Retrievability: 

Records  are  filed  alphabetically  by  last  name  of  the  individual. 

Safeguards: 

GSA  approved  containers  located  in  controlled  access  spaces. 

Retention  and  disposal: 

Records  are  retained  indefinitely.  Inactive  files  are  retained  on 
microfiche. 

System  managerts)  and  address; 

Commander,  Naval  Intelligence  Command,  2461  Eisenhower 
Avenue,  Alexandria,  Virginia  22331 

Notification  procedure: 

Information  may  be  obtained  by  written  request  to  the  system 
manager,  giving  full  name,  residence  address  and  date  and  place  of 
birth.  A  notarized  statement  may  be  required  for  identity  verification. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Personal  History  Statement  and  related  forms,  from  the  individual. 
Access  forms  and  documents  prepared  by  the  system  manager.  Cor¬ 
respondence  between  system  manager  and  activities  requesting  access 
status. 

Systems  exempted  from  certain  provisions  of  the  act: 
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Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N00015.0M53-1A 

System  name: 

Status  of  Downed  Naval  Aviation  Personnel,  Southeast  Asia  Oper¬ 
ations 

System  location: 

Primary  Central  System  -  Naval  Intelligence  Command,  2461  Ei¬ 
senhower  Avenue,  Alexandria,  Va.  22331  Decentralized  Segments  - 
Center  for  Prisoner  of  War  Studies,  Naval  Health  Research  Center, 
San  Diego,  Ca.  92152;  Fleet  Aviation  Special  Operations  Training 
Group,  Atlantic,  Detachment  Brunswick,  Naval  Air  Station,  Bruns¬ 
wick,  Ma.  04011;  Fleet  Aviation  Special  Operations  Training  Group, 
Pacific,  Naval  Air  Station  North  Island,  San  Diego,  Ca.  92135 

Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  personnel  of  the  Department  of  the  Navy 
who  were  reported  as  either  killed  in  action,  missing  in  action, 
prisoner  of  war  or  recovered  prisoner  of  war  in  the  Southeast  Asia 
area  since  June  1964  and  repatriated  civilian  prisoners  who  were 
debriefed  by  Navy  personnel  at  the  request  of  the  Department  of 
State. 

Categories  of  records  in  the  system: 

File  contains  tape  recordings,  detailed  written  summaries  and  brief 
daily  reports  of  the  debriefing  of  all  personnel  described  above.  In 
addition  the  file  contains  individual  folders  and  a  Navy  publication 
listing  and  containing  information  pertaining  to  military  and  civilian 
personnel  of  the  Department  of  the  Navy  described  above.  An  auto¬ 
mated  index  of  the  information  contained  in  the  records  by  subject 
categories  is  currently  being  prepared. 

Authority  for  maintenance  of  the  system: 

National  Security  Act  of  1947,  as  amended;  10  U.S.C.  503,  Depart¬ 
ment  of  the  Navy;  10  U.S.C.  601 1,  Navy  Regulations;  5  U.S.C.  301, 
Departmental  Regulations;  44  U.S.C.  3101,  Records  management  by 
Federal  Agencies;  ' 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  the  Department  of  Defense  and  components  therof  for  research 
analysis,  evaluation  and  utilization  of  the  information:  for  purposes  of 
developing  and  evaluating  plans,  policies,  procedures,  training  and 
treatment  pertaining  to  survival,  rescue,  evasion,  captivity,  human 
behavior  and  related  matters;  for  purposes  of  fulfilling  intelligence 
requirements  and  matters  related  thereto;  for  purposes  of  determining 
the  status  of  those  personnel  considered  missing  and  matters  related 
thereto;  for  purposes  of  determining  treatment  of  American  prisoners 
of  war;  for  historical  and  statistical  purposes;  for  purposes  of  aircraft 
vulnerability  and  safety  studies  and  matters  related  thereto;  and  for 
such  other  matters  as  may  be  necessary  to  fulfill  the  responsibilities 
of  the  Department  of  Defense  and  the  components  thereof.  By  con¬ 
tractors  of  and  consultants  to  the  Department  of  Defense  and  compo¬ 
nents  therof  for  the  purposes  stated  above.  By  the  Department  of 
State,  the  Department  of  Justice,  the  Central  Intelligence  Agency, 
the  United  States  Intelligence  Board,  the  National  Security  Agency, 
the  Veterans  Administration  and  other  appropriate  Federal  agencies 
who  may  require  the  information  to  fulfill  such  agencies  legal  respon¬ 
sibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Publications,  paper  records  in  file  folders,  magnetic  recorder  tapes, 
punched  cards,  written  reports  and  messages 

Retrievability: 

Alphabetically  by  last  name. 

Safeguards: 

Records  are  stored  in  locked  files  in  a  controlled  access  area  and 
are  accessible  only  to  authorized  personnel  with  proper  security 
clearance  and  the  need  for  access. 

Retention  and  disposal: 

Records  are  permanent.  They  will  be  retained  indefinitely  for  as 
long  as  requirements  for  the  information  exist  and  then  subsequently 
retired  to  the  Washington  National  Records  Center. 

System  managerts)  and  address: 

Commander,  Naval  Intelligence  Command,  2461  Eisenhower 
Avenue,  Alexandria,  Va.  22331 

Notification  procedure: 


An  individual  can  determine  whether  the  system  contains  records 
pertaining  to  him  by  making  a  reauest  in  writing  to  the  system 
manager.  The  written  request  should  contain  the  individual's  full 
name,  current  residence  address  and  telephone  number,  and,  if  appli¬ 
cable,  his  military  service  number. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Most  of  the  information  in  the  system  was  obtained  from  the 
individual  concerned.  However,  numerous  diverse  sources  were  uti¬ 
lized  to  develop  information  pertaining  to  the  status  of  the  individ¬ 
uals  reported  as  a  prisoner  of  war  or  as  missing  in  action. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N00015.00K2 

System  name: 

Naval  Attache  Files 

System  location:  ' 

Naval  Intelligence  Command,  2461  Eisenhower  Avenue,  Alexan¬ 
dria,  Virginia  22331 

Categories  of  individuals  covered  by  the  system: 

U.S.  Navy  and  Marine  Corps  Officers  nominated  and/or  assigned 
to  duty  in  the  Defense  Attache  System  (DAS) 

Categories  of  records  in  the  system: 

File  contains  records  concerning  the  service  and  personal  history 
of  officers  nominated  and/or  assigned  to  duty  in  the  DAS  and  their 
dependents. 

Authority  for  maintenance  of  the  system: 

National  Security  Act  of  1974,  as  amended;  5  USC  301,  Depart¬ 
mental  regulations;  10  USC  503,  Department  of  the  Navy;  10  USC 
6011,  Navy  Regulations;  44  USC  3101,  Records  Management  by 
federal  agencies;  United  States  Navy  Regulations,  1973  E.xecutive 
Order  1 1652,  Classification  and  declassification  of  National  Security 
Information  and  Material 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  useVs  and  the  purposes  of  such  uses: 

By  offices  of  the  Navy,  DOD  and  State  to  determine  suitability  of 
perstmnel  for  security  clearances  and  a.ssignment  to  the  DAS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  files  in  folders  stored  in  standard  GSA  safes. 

Retrievability: 

By  name  of  officer. 

Safeguards: 

Records  are  stored  in  a  controlled  access  area  and  are  accessible 
only  to  a  very  limited  number  of  authorized  personnel  with  proper 
security  clearance  and  demonstrated  need  for  access. 

Retention  and  disposal: 

Records  are  opened  on  individuals  when  first  nominated  for  atta¬ 
che  duty,  and  retained  until  six  months  after  completion  of  attache 
duly. 

System  manageris)  and  address: 

Commander,  Naval  Intelligence  Command.  2461  Eisenhower 
Avenue,  Alexandria,  Virginia  22331 

Notification  procedure: 

Information  may  be  obtained  by  written  request  to  the  system 
manager,  giving  full  name,  residence  address,  and  date  and  place  of 
birth.  A  notarized  statement  may  be  required  for  identity  verification. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 
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Record  source  categories: 

Data  is  gained  from  the  subjects  of  the  file,  BUPERS  and  Head- 
quaners  Marine  Corps  files  of  subject’s  fitness  reports,  DIS/NIS 
background,  investigations  and  other  sources  who  are  familiar  with 
the  subject. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  USC  552a  (K)  (1),  as 
applicable.  For  additional  information  consult  the  system  manager. 

N000I5.050102 

System  name: 

Intelligence  Reserve  Personnel  Management  File 
'  System  location: 

Naval  Intelligence  Command,  2461  Eisenhower  Avenue,  Alexan¬ 
dria,  Va.  22331 

Categories  of  individuals  covered  by  the  system: 

All  officers  and  enlisted  personnel  of  the  Naval  Reserve  Intelli¬ 
gence  Pn'gram 

Categories  of  records  in  the  system: 

File  contains  information  relating  to  the  individual's  residence  his¬ 
tory,  education,  professional  qualifications,  occupational  history,  for¬ 
eign  country  travel  and  knowledge,  foreign  language  capabilities, 
history  of  active  military  duty  assignments  and  military  reserve 
active  duty  training,  background  investigation  information,  qualifica¬ 
tions  for  active  military  duty  assignments  and  military  promotions. 

Authority  for  maintenance  of  the  system: 

National  Security  Act  of  1947,  as  amended;  5  U.S  C.  301,  Depart¬ 
mental  regulations; .  10  U.S.C.  503,  Department  of  the  Navy;  10 
U.S.C.  6011,  Navy  Regulations;  44  D.S.C.  3101,  Records  Manage¬ 
ment  by  federal  agencies; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

These  files  are  maintained  for  the  purposes  of  determining  qualifi¬ 
cations  for  members  of  the  Naval  Reserve  Intelligence  Program  and 
providing  a  personnel  management  device  for  career  development 
programs,  manpower  and  personnel  requirements  for  program  activi¬ 
ties,  assignment  of  support  projects  of  the  reserve  program,  and 
mobilization  planning  requirements.  This  information  may  be  pro¬ 
vided  to  the  Department  of  Defense  and  components  thereof  for 
research,  analysis,  evaluation  and  utilization  of  the  information  and 
for  saich  other  matters  as  may  be  necessary  to  fulfill  the  responsibil¬ 
ities  of  the  Department  of  Defense  and  the  components  thereof.  By 
other  appropriate  federal  agencies  who  may  require  the  information 
to  fulfill  such  agencies'  legal  responsibilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

Retrievability: 

Alphabetically  by  last  name. 

Safeguards: 

GSA  approved  security  containers  located  in  controlled  access 
spaces. 

Retention  and  disposal: 

Records  are  retained  indefinitely 

System  managertsi  and  address: 

Commander,  Naval  Intelligence  Command  2461  Eisenhower 
Avenue,  Alexandria,  Virginia  22331 

Notification  procedure:  Information  may  be  obtained  by  written 
request  to  the  System  Manager,  giving  full  name,  residence  address 
and  date  and  place  of  birth.  A  notarized  statement  may  be  required 
for  identity  verification. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager 

Record  source  categories; 

Reserve  Personnel  History  File  data  submitted  by  the  individual; 
correspondence  regarding  individual’s  military  and  civilian  qualifica¬ 
tions;  letters  from  the  Department  of  the  Navy  regarding  promotions. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 


N00018  01 

System  name: 

N00018  Medical  Department  Training  Records  System 

System  location: 

Bureau  of  Medicine  and  Surgery,  Navy  Department,  Washington, 
D.G.  Bureau  of  Naval  Personnel,  Navy  Department,  Washington, 
D.C.  Naval  Reserve  Personnel  Center,  Naval  Training  Center,  Bain- 
bridge,  Md.  Bureau  of  Medicine  and  Surgery  Managed  Education 
and  Training  Activities  (Mailing  addresses  are  listediin  the  directory 
of  Department  of  the  Navy  mailing  addresses  in  the  Appendex  to  the 
Component  System  Notice)..  Various  Colleges  and  Universities  Affili¬ 
ated  with  BUMED  managed  Training  Activities 

Categories  of  individuals  covered  by  the  system: 

Navy,  Navy  Reserve,  other  Armed' Forces,  and’Civilian 

Categories  of  records  in  the  systeih: 

System  comprises  of  automated  and  non-automated  records  reflect¬ 
ing  information  pertaining  to  individual  identification  factors,  prior 
and  current  education  and-  training,  and  professional  accomplish¬ 
ments. 

Authority  for  maintenance  of  the  system; 

5  USC  301  Department  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Military  and  civilain  employees  of  BUMED,  BUPERS,  and 
BUMED-managed  education  and  training  activities  in  the  perform¬ 
ance  of  their  official  duties  related  to  the  screening,  evaluating  and 
selection  of  candidates  for  scholarship,  program;  continuing,  short 
course,  and  graduate  education  and  training;  and  fur  academic 
review  boards  when  students  are  unable  to  complete  the  course  for 
various  reasons. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  automated  systems  form,  file  folders  in 
standard  file  cabinets  and  visual  5x8  cardiex  references. 

Retrievability: 

Automated  records  are  retrieved  by  training,  education  program, 
student  social  security  number,  or  name.  Manual  systems  are  re¬ 
trieved  by  training  or  educational  program,  name  and  social  security 
number. 

Safeguards: 

Records  systems  are  maintained  in  office  spaces  controlled  by 
office  j-asrsonnel  during  working  hours,  and'  by  locks  and  roving 
security  personnel  after  working  hours. 

Retention  and  disposal: 

Permanent  records  are  maintained  by  BUMED.  BUMED  managed 
training  and  educational  facilities  maintain  working  copies  of  educa¬ 
tional/  training  records  for  approximately  five  years  for  statistical 
and  credentialmg  purposes  after  which  records  may  be  destroyed. 

System  manageris)  and  address: 

Chief,  Bureau  of  Medicine  and' Surgery,  Navy  Department,  Wash¬ 
ington,  D.C.  20372. 

Notification  procedure: 

Requests  should  be  addressed  to  Chief,  Bureau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D.C.  20372,  and-  contain 
the  school/training/  educational  facility  attended,  full  name,  social 
security  number,  and  signature  of  requestor.  The  individual  may  visit 
BUMED  or  the  individual  BUMED  managed  education  facility  and 
must  possess  proof  of  identification  in  the  form  of  driver’s  license  or 
Military  DOD  ID  Card,  or  other  information  that  will  positively 
identify  requester. 

Record  access  procedures: 

Information  may  be  obtained  from  Chief,  Bureau  of  Medicine, 
Navy  Department,  Washington  D.C.  20372  “relephone  AC  202  254- 
4279  AUTOVON  249-4279 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Military  personnel  records,  civilian  personnel"  records,  and  other 
educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE  ^ 
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N00018  02 

System  name: 

Bureau  of  Medicine  and  Surgery  Headquarters  Personnel  System 

System  location:  • 

Bureau  of  Medicine  and  Surgery,  Navy  Department,  Washington, 
D  C.  20372 

Categories  of  individuals  covered  by  the  system: 

Navy  Medical  Corps,  Dental  Corps,  Medical  Service  Corps,  Nurse 
Corps  and  Warrant  officers  8175  -  active,  inactive,  regular,  reserve, 
resigned,  retired  and  deceased;  Navy  civilian  employees  -  GS  series 
602  (physician);  applicants  to  student  status  in  Navy  Aero.space  Medi¬ 
cine,  Navy  Aerospace  Physiology  and  Navy  Aerospace  Experimental 
Psychology;  designated  flight  surgeons,  aerospace  physiologists  and 
aerospace  experimental  psychologists;  Navy  and  civilian  personnel 
qualified  as  divers;  Navy  and  civilian  personnel  exposed  to  radiation 
hazards;  civilian  physicians  applying  for  full  time  graduate  medical 
education;  distinguished/noted  civilian  physicians  in  capacity  of  lec¬ 
turer/consultant. 

Categories  of  records  in  the  system: 

All  personal  and  demographic  data;  education,  training  and  profev 
sional  qualifications;  assignment  history,  projected  rotation  date,  pro¬ 
jected  release  from  active  duty  date,  active  duty  obligation,  officer 
preference  card,  and  variable  incentive  pay/continuation  pay  selec¬ 
tion  data;  Hospital  Corps  education  and  training  hLstory  with  grades 
received,  commanding  officers'  performance  evaluation  and  recom¬ 
mendations;  demographic  and  professional  information  on  civilian 
physician  employees;  periodic  and  total  lifetime  accumulated  radi¬ 
ation  dosage;  curricula  vitae  of  civilian  consultants. 

Authority  fur  maintenance  of  the  system: 

Title  10,  U.S.  Code;  Title  10  CFR  Part  20  'Standards  for  Protec¬ 
tion  Against  Radiation'. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

PriKurement,  training,  promotion,  all  aspects  of  personnel  manage¬ 
ment,  career  development;  screening  and  selection  for  Hospital  Corps 
training;  evaluation  of  candidates  for  position  of  lecturer/consultant; 
mobilization  planning  and  verification  of  Reserve  service:  manage¬ 
ment  of  physical  standards;  maintenance  of  safe  radiation  protection 
standards. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Automated  records  stored  on  disc,  tape,  punched  card.  Manual 
stored  in  card  files  and  folders  in  filing  cabinets. 

Retrievability: 

Automated  retrieved  by  key  to  any  data  field  Manual  retrieved  by 
full  name. 

Safeguards: 

Buildings  kx;ked  outside  regular  working  hours. 

Retention  and  disposal: 

Active  duty  records  maintained  during  period  of  active  service. 
Inactive  reserve  data  cards  maintained  permanently.  Enlisted  training 
and  duty  preference  records  destroyed  every  2  years.  Reserve  corre¬ 
spondence  files  retired  to  National  Personnel  Records  Center,  Si. 
Louis,  Mo.  on  termination  of  Ready  or  Standby  Reserve  affiliation. 
Aerospace  Medicine  correspondence  files  destroyed  2  years  after 
termination  of  active  service;  cards  retained  permanently.  Radiation 
exposure  records  retained  for  75  years  and  destroyed.  Medical  Serv¬ 
ice  Corps  procurement,  training  and  distribution  record  given  to 
officer  when  active  service  is  terminated.  Medical  Service  Corps 
officer  data  cards  and  professional  qualifications  record  destroyed 
when  active  service  is  terminated.  Curricula  vitae  of  lecturer/ctmsul- 
tants  destroyed  on  termination  of  status. 

System  manager(s)  and  address: 

Chief,  Bureau  of  Medicine  and  Surgery 

Notification  procedure: 

Request  by  correspondence  shs^uld  be  addressed  to  Chief.  Bureau 
of  Medicine  and  Surgery,  Navy  Department,  Washington,  DC. 
20372.  The  request  should  contain  full  name,  rank,  SSAN,  file 
number  (if  anyX  and  designator.  Records  may  be  reviewed  at  Poto¬ 
mac  Annex.  23rd  and  E  Street,  N.W.  Washington,  D.C.  20372. 
Monday  through  Friday,  except  holidays,  from  08(X)  to  16.30.  The 
individual  should  establish  his  identity  with  some  standard  type  of 
identification  card  showing  name  and  a  recent  photograph. 

Record  access  procedures: 


The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Military  bureaus.  Headquarters,  offices  and  commands;  educational 
institutions  and  training  hospitals;  Boards,  Colleges  and  associations 
of  profevsional  licensure  and  medical  specialties;  letters  and  telephone 
conversations  from  individuals;  automated  system  interfaces. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00018  03 

System  name: 

Health  Care  Treatment  Record  System 

System  location: 

Service  medical  (health  and  dental)  records  for  active  duty  and 
reserve.  Navy  and  Marine  Corps  Personnel.  Retained  at  the  individ¬ 
ual's  duty  station  or  reserve  unit.  (Mailing  addresses  are  listed  in  the 
Navy  Directory  in  the  appendix  in  the  component  system  notice.) 
Bureau  of  Naval  Personnel.  Navy  Department  Washington,  DC; 

-Naval  Reserve  Personnel  Center,  44(X)  Dauphine  Street,  New  Or¬ 
leans,  Lousiana  70149;  Headquarters  Marine  Corps.  Navy  Depart¬ 
ment,  Washington,  DC  20380;  Marine  Corps  Reserve  Forces  Admin¬ 
istrative  Activity,  Class  III,  I5(X)  E.  Bannister  Road,  Kansas  City, 
Missouri  64131;  National  Personnel  Records  Center,  9700  Page  Bou¬ 
levard.  St.  Louis,  Missouri  63132.  Inpatient  treatment  records  for 
active  duty  military,  dependents,  retired  military  and  dependents, 
civilian  employees,  VA  beneficiaries  and  humanitarian.  Naval  Re¬ 
gional  Medical  Centers  and  Naval  Hospitals;  National  Personnel  Rec¬ 
ords  Center,  9700  Page  Boulevard.  St.  Louis,  Missouri  63132.  Outpa¬ 
tient  treatment  records  for  dependents  of  active  duty  military,  retired 
military  and  their  dependents,  civilian  employees,  VA  beneficiaries 
and  humanitarian.  Naval  Regional  Medical  Centers  and  Naval  Hospi¬ 
tals,  and  Clinics  (Dispensaries);  National  Personnel  Records  Center, 
111  Winnebago  Street,  St.  Louis,  Missouri  63118;  National  Personnel 
Records  Center,  97(X)  Page  Boulevard,  St.  Louis.  Missouri  63132. 
Subsidiary  record  files  of  the  health  care  treatment  record  system  are 
l(K'ated  at  Naval  Medical  Data  Services  Center.  Betliesda,  Maryland; 
Regional  Data  Service  Centers;  Naval  Environmental  Health  Center. 
Norfolk,  Virginia;  and  other  approved  locations  for  conducting  re¬ 
search  studies. 

Categories  of  individuals  covered  by  the  system; 

Navy.  Marine  Corps,  other  military  personnel,  dependents,  retired 
military  personnel  and  dependents,  civilian  employees,  VA  beneficia¬ 
ries  and  humanitarian. 

Categories  of  records  in  the  system: 

Service  medical  (health  and  dental)  records  for  active  duty  and 
reserve.  Navy  and  Marine  Corps:  system  is  made  up  of  records 
pertaining  to  the  member  or  former  member's  medical  history;  physi¬ 
cal.  dental  and  mental  examinations;  consultation;  innoculations;  out¬ 
patient  treatment,  including  laboratory  and  x-ray  reports;  report  of 
medical  Ixiards;  summaries  of  periods  of  hospitalization,  dental  evalu¬ 
ation  and  treatment,  reports  of  expt>sure  to  environmental  and  radi¬ 
ation  hazards,  results  of  special  diagnostics  and  clinical  studies;  rec¬ 
ommendations  regarding  requests  for  waivers  of  established  physical 
standards. 

Inpatient  and  outpatient  treatment  records:  file  contains  a  multi¬ 
plicity  of  prescribed  forms  documenting  health  evaluations,  medical/ 
dental  care  and  treatment  for  any  health  or  medical  condition  or 
problem  provided  an  eligible  individual  on  an  outpatient  and/or 
inpatient  status.  The  records  contain  history  and  physical  examina¬ 
tions  or  health  evaluation,  reports  of  exposure  to  ionizing  radiation, 
consultation  reports  and  medical  care  and  treatment  provided,  includ¬ 
ing  procedures  utilized  such  as  surgery,  drugs,  dietary,  x-ray  labora¬ 
tory,  nursing  notes,  physical  therapy  and  other  specialty  care  applica¬ 
ble  to  the  medical  diagnosis  or  conditions  found.  The  records  also 
contain  patients  demographic  data,  family  health  history  data,  length 
of  inpatient  stay,  disease  nomenclature,  discharge  summary  of  inpa¬ 
tient  care.  Documentation  of  health  history,  diagnivsis,  care  and  treat¬ 
ment  provided  and  the  recording  thereof  conform  with  the  standards 
prescribed  by  the  joint  commission  on  accreditation  of  hospital.  In 
addition  to,  and  based  on  individual  medical  record  files,  there  are 
subsidiary  records  such  as  registers  of  patients;  patient  health  care, 
medical  board  and  death  statistics;  environmental  health  data;  operat¬ 
ing  room  schedules,  tumor  registers;  appointment  registers;  sick  call 
and  treatment  logs;  x-ray  files;  laboratory  files  and  logs;  pharmacy 
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records;  EKG’s;  EEC’s;  ncuropsychiatric  evaluations;  physical  ther¬ 
apy  records;  other  patient  evaluation  records,  etc. 

Authority  for  maintenance  of  the  system: 

10  use  5131  (as  amended).  10  USC  5132,  44  USC  3101,  5  USC 
301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  (and  mem¬ 
bers  of  the  National  Red  Cross  in  Navy  Health  Care  Facilities)  in  the 
performance  of  their  official  duties  relating  to  the  health  and  medical 
treatment  of  those  categories  of  individuals  covered  by  this  record 
system;  determining  physical  qualifications  and  suitability  of  candi¬ 
dates  for  various  programs;  personnel  assignment;  adjudicating  claims 
and  appeals  before  the  council  of  personnel  boards,  and  the  Board 
for  Correction  of  Naval  Records;  rendering  opinions  regarding  mem¬ 
bers'  physical  fitness  for  continued  naval  service;  litigation  involving 
medical  care  provided  those  categories  of  individuals  covered  by  this 
record  system;  performance  of  research  studies  and  compilation  of 
statistical  data,  implementing  preventive  medicine,  dentistry,  and 
communicable  disease  control  programs.  Officials  and  employees  of 
other  components  of  the  Department  of  Defense  in  the  performance 
of  their  official  duties  relating  to  determining  the  physical  qualifica¬ 
tions  of  applicants;  in  providing  medical  care  to  those  categories  of 
individual  covered  by  this  record  system;  and  in  the  conduct  of 
analyses  and  research  studies. 

Officials  and  employees  of  the  Veterans  Administration  in  the 
performance  of  their  official  duties  relating  to  the  adjudication  of 
veterans  claims  and  in  providing  medical  care  to  members  of  the 
Naval  Service.  The  Attorney  General  of  the  United  States  or  his 
authorized  representatives  in  connection  with  litigation,  law  enforce¬ 
ment,  or  other  matters  under  the  direct  jurisdiction  of  the  Depart¬ 
ment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
executive  branch  agencies. 

Officials  and  employees  of  other  departments  and  agencies  of  the 
Executive  Branch  of  Government  upon  request  in  the  performance 
of  their  official  duties  related  to  review  of  the  physical  qualifications 
and  medical  history  of  applicants  and  employees  who  are  covered  by 
this  record  system  and  for  the  conduct  of  research  studies.  Private 
organizations  (including  education  institution)  and  individuals  for  au¬ 
thorized  health  research  in  the  interest  of  the  Federal  Government 
and  the  public.  When  not  considered  mandatory,  patient  identifica¬ 
tion  data  shall  be  eliminated  from  records  used  for  research  studies. 
Parent  activities  releasing  such  records  shall  maintain  a  list  of  all 
such  research  organizations  and  records  released  thereto. 

Officials  and  employees  of  the  National  Research  Council  in  coop¬ 
erative  studies  of  the  National  History  of  Disease;  of  prognosis  and 
of  epidemiology.  Each  study  in  which  the  records  of  members  and 
former  members  of  the  Naval  Service  are  used  must  be  approved  by 
the  Surgeon  General  of  the  Navy. 

Officials  and  employees  of  local  and  state  governments  and  agen¬ 
cies  in  the  performance  of  their  official  duties  pursuant  to  the  laws 
and  regulations  governing  and  local  control  of  communicable  dis- 
ea.ses,  preventive  medicine  and  safety  programs,  child  abuse  and 
other  public  health  and  welfare  programs.  Authorized  surveying 
bodies  for  professional  certification  and  accreditations. 

When  required  by  federal  statute,  by  executive  order,  or  by  treaty, 
medical  record  information  will  be  disclosed  to  the  individual,  orga¬ 
nization,  or  government  agency,  as  necessary.  Drug/Alcohol  and 
Family  Advocacy  Information  maintained  in  connection  with  Abuse 
Prevention  Programs  shall  be  disclosed  only  in  accordance  with  the 
applicable  statues,  21  U.S.C.  1175,  42  U.S.C.  4582,  and  5  U.S.C.  552. 

Records  will  not  be  further  released  by  routine  users  with  prior 
approval  of  the  SYSMANAGER. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Service  medical  (health  and  dental)  records  for  active  duty  and 
reserve.  Navy  and  Marine  Corps: 

Records  are  stored  in  file  folders,  microform,  on  magnetic  tape, 
punched  cards,  machine  listings,  discs,  and  other  computerized  or 
machine  readable  media. 

Inpatient  and  outpatient  treament  records.  These  records  originate 
at  any  Navy  Medical  Treatment  Facility  where  the  individual  comes 
for  medical  care  and  treatment.  The  inpatient  treatment  records  are 
retained  for  2  years  from  date  of  last  treatment  at  the  activity  and 
then  sent  to  the  National  Personnel  Records  Center,  St.  Louis,  Mis¬ 
souri.  Outpatient  treatment  records  are  transferred  for  continuity  of 
care  and  treatment  to  other  medical  activities  upon  change  of  station 
by  the  service  member.  Outpatient  files,  upon  2  years  from  date  of 
last  treatment  are  transferr^  to  the  National  Personnel  Records 
Center. 


Inpatient  and  outpatient  treatment  records  are  maintained  in 
mechanized  lists,  file  folders,  microform,  and  on  magnetic  tape,  discs, 
punched  cards,  and  other  computerized  or  machine  readable  media. 
Inpatient  treatment  records  are  filed  numerically  by  hospital  register 
numbers.  The  alphabetical  patient  register  serves  as  the  locator 
media.  Outpatient  treatment  records  are  filed  by  the  Military  Mem¬ 
ber’s  SSN  with  an  alphabetical  card  or  mechanized  list  or  other 
record  as  the  locator  media.  Medical  x-rays  are  filed  by  a  sequential 
numbering  system  in  manual  or  mechanized  format  with  an  alphabeti¬ 
cal  name  locator. 

Retrievability: 

Service  medical  (health  and  dental)  records  for  active  duty  and 
reserve.  Navy  and  Marine  Corps  Members. 

Records  retired  to  the  National  Personnel  Records  Center,  St. 
Louis,  Missouri,  prior  to  1971  are  retrieved  by  name  and  service  or 
file  number.  After  that  date,  records  are  retrieved  by  name  and  social 
security  number.  Records  retired  to  the  National  Personnel  Records 
Center,  St.  Louis,  Missouri  prior  to  1971  are  retrieved  by  name  and 
service  or  file  number,  after  that  date  records  are  retrieved  by  name 
and  social  security  number. 

Inpatient  and  outpatient  treatment  records. 

Records  are  retrieved  by  manual  or  automated  locator  media 
(alpha  name  cards,  logs,  listings,  tapes,  etc.). 

Safeguards: 

Records  are  maintained  in  various  kinds  of  filing  equipment  in 
specific  monitored  or  controlled  access  rooms  or  areas;  public  access 
is  not  permitted.  Computer  terminals  are  located  in  supervised  areas; 
access  is  controlled  by  password  or  other  user  code  system;  utiliza¬ 
tion  reviews  ensure  that  the  system  is  not  violated.  Access  is  restrict¬ 
ed  to  personnel  having  a  need  for  the  record  in  providing  further 
medical  care  or  in  support  of  administrative/clerical  functions.  Rec¬ 
ords  are  controlled  by  a  charge-out  system  to  clinical  and  other 
authorized  personnel. 

Retention  and  disposal: 

Health  care  treatment  records  are  retained,  retired,  and  disposed  of 
in  accordance  with  SECNAVINST  5212.5  series,  disposal  of  Navy 
and  Marine  Corps  Records. 

System  managerts)  and  address: 

Service  medical  (health  and  dental)  records  for  active  duty  and 
reserve.  Navy  and  Marine  Corps:  Chief,  Bureau  of  Medicine  and 
Surgery,  Navy  Department,  Washington,  D  C.  20372;  Commanding 
Officers,  Naval  Activities,  Ships,  and  Stations,  Director,  National 
Personnel  Records  Center,  97(X)  Page  Boulevard,  St.  Louis,  Missouri 
64131. 

Inpatient  and  outpatient  treatment  records:  Chief,  Bureau  of  Medi¬ 
cine  and  Surgery,  Navy  Department,  Washington,  D  C.  20372;  Com¬ 
manding  Officer,  Naval  Medical  Centers  and  Hospitals  or  activities 
having  Clinics;  Director,  National  Personnel  Records  Center,  St. 
I.ouis,  Missouri  63118. 

Notification  procedure: 

Service  medical  (health  and  dental)  records  for  active  duty  and 
reserve;  Navy  and  Marine  Corps  Members; 

Requests  for  information  from  active  duty  Navy  and  Marine  Corps 
personnel  and  drilling  members  of  the  Navy  and  Marine  Corps  Re¬ 
serves  should  be  addressed  to  the  individual’s  commanding  officer. 
Official  mailing  addresses  are  in  the  Department  of  Defense  Directo¬ 
ry  in  the  appendix  to  the  component’s  system  notice.  Inactive  Naval 
Reservists  should  address  requests  for  information  to  the  Naval  Re¬ 
serve  Personnel  Center,  4400  Dauphine  Street,  New  Orleans,  Louisi¬ 
ana  70149.  Marine  Reservist’s  should  address  request  for  information 
to  Marine  Corps  Reserve  Forces  Administrative  Activity,  Class  III, 
1500  E.  Bannister  Road,  Kansas  City,  Missouri  64131. 

Former  members  who  have  no  further  reserve  or  active  duty 
obligations  should  address  requests  for  information  to  director.  Na¬ 
tional  Personnel  Records  Center  (Navy  Reference  Branch),  9700 
Page  Boulevard,  St.  Louis,  Missouri  63132. 

All  written  requests  should  contain  the  full  name  and  social  secu¬ 
rity,  account  number  of  the  individual,  his  signature,  and  in  those 
cases  where  his  period  of  service  ended  before  1971,  his  service  or 
file  number.  In  requesting  records  for  personnel  who  served  before 
1964,  information  provid^  to  the  National  Personnel  Records  Center 
should  also  include  date  and  place  of  birth  and  dates  of  periods  of 
active  Naval  service.  Active  duty  Navy  and  Marine  Corps  personnel 
including  drilling  members  of  the  reserves  may  visit  the  medical 
department  of  the  activity  to  which  attached.  Inactive  Naval  Reserv¬ 
ists  whose  tour  of  active  duty  ended  after  I  July  1972  may  visit  the 
Naval  Reserve  Personnel  Center,  44(X)  Dauphine  Street,  New 
Orleans, Louisiana.  Marine  Reservists  whose  tour  of  active  duty 
ended  after  1  July  1972  and  who  have  a  continual  reserve  obligation 
may  visit  the  Marine  Corps  Reserve  Forces  Administration  Activity. 
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Class  Ill,  ISOO  E.  Bannister  Road,  Kaasas  City,  Missouri.  Former 
members  with  no  further  obligation  and  reservists  whose  'tour  of 
active  duty  ended  prior  to  1  July  1972  may  visit  the  National  Person¬ 
nel  Records  Center,  9700  Page  Boulevard,  St.  Louis,  Missouri.  Proof 
of  identification  in  the  ca.se  of  active  duty,  retired  and  reserve  per¬ 
sonnel  will  consist  of  the  Anfied  Forces  of  the  U.S.  Identification 
Card  or  by  other  types  of  identification  bearing  picture  and  signa¬ 
ture.  Former  members  may  provide  drivers  license  or  other  types  of 
identification  bearing  picture  and  signature. 

Inpatient  and  outpatient  treatment  records: 

(Care/treatment-within  2  years)  Commanding  Officer  of  the  Naval 
Regional  Medical  Center  or  hospital  where  the  individual  was  treat¬ 
ed. 

(More  than  2  years)  Director,  National  Personnel  Records  Center, 
111  Winnebago  Street,  St.  Louis,  Missouri  63118  or  Director,  Nation¬ 
al  Personnel  Records  Center,.  9700  Page  Boulevard,  St.  Louis  Mis¬ 
souri  63132. 

Provide  the  following  data:  full  name,  service  number,  status,  or 
SSN  of  sponsor,  date(s)  of  treatment  or  perkxl  of  hospitalization, 
address  at  time  of  medical  treament,  if  known. 

Office  where  requster  may  visit  to  obtain  information  of  records 
pertaining  to  the  individual. 

Regional  Medical  Center  or  Hospital 
Chief,  Patient  Affairs  Service 
Chief,  Outpatient  Service 
Officer-in-charge  other  Navy  Medical  Facility 
Full  name,  date  and  place  of  birth,  ID  card  or  drivers  license,  or 
other  identification  to  sufficiently  identify  the  individual  with  the 
medical  records  held  by  the  treatment  facility  must  be  presented. 
Record  access  procedures; 

Sysmanager  -  service  medical  (health  and  dental)  records  for  active 
duty  and  reserve,  Navy  and  Marine  Corps;  requests  from  individuals 
should  be  addressed  to  Chief,  Bureau  of  Medicine  and  Surgery, 
(Code  3111),  Navy  Departmen't,  Washington,  DC  20372. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerning 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Reports  from  attending  and  previous  physicians  and  other  medical 
personnel  regarding  the  results  of  physical,  dental  and  mental  exami¬ 
nations,  treatment,  evaluation,  consultation,  laboratory,  x-ray  and  spe¬ 
cial  studies  conducted  to  provide  health  care  to  the  individual  or  to 
determine  the  individuals  physical  and  dental  qualification. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00018  04 

System  name: 

Decedent  Affairs  Records  System 
System  location: 

Bureau  of  Medicine  and  Surgery  (Code  73),  23d  and  E  Sts.  NW, 
Washington,  D.  C.  20372  Commandants  of  Naval  Districts  CO  Naval 
Medical  Treatment  Facilities 
Categories  of  individuals  covered  by  the  system: 

Deceased  individuals  for  whom  the  Department  of  the  Navy  is 
responsible 

Categories  of  records  in  the  system: 

Reports  concerning  casualty,  status,  transportation  of  remains,  re¬ 
quests  for  special  escorts  and  our  responses,  disp^^sition  instructions, 
acknowledgements  to  next  of  kin;  pertinent  data  medals  and  awards, 
preparation  and  identification  of  remains  reports,  escort  orders  and 
debriefing  forms,  death  certificates,  some  autopsy  reports,  DD  Forms 
1.300  (Reports  of  Casualty);  correspondence  pertaining  thereto;  and 
adjudication  copies  and  paid  vouchers  and  statistical  data  excerpted 
from  decedent  affairs  files 
Authority  for  maintenance  of  the  system: 

Title  5,  US  Code  103a  and  b;  Title  10.  Sections  1481-1488.  US 
Code;  Executive  Orders  8557,  30  Sep  40  and  10209  of  I  Feb  51;  44 
US  Code  3101 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

PURPOSE 

To  facilitate  and  monitor  return  of  remains  and  avsociated  benefits 

CATEGORIES  OF  USERS 

Department  of  Navy  and  families  of  decedents 

SPECIFIC  USES 


Verification  of  eligibility  for  benefits;  provision  of  information  to 
families  of  decedents  concerning  identification,  care  and  return  of 
remains,  causes  of  death  and  payment  of  allowances 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Paper  records  in  file  folders  Statistical  data  on  magnetic  tape 
Retrievabilityi 

Filed  alphabetically  according  to  name  of  decedent  by  fiscal  year 
of  date  of  death  --  Name,  social  security  (or  serial)  number,  date  of 
death 

Safeguards: 

Locked  building  and  guard  during  non-duty  hours;  personnel 
screening  during  duty  hours 
Retention  and  disposal: 

Permanent  -  Records  are  accumulated  chronologically  and  filed 
alphabetically  by  ftscal  year;  held  three  years  and  retired  to  the 
Federal  Records  Center  for  permanent  retention  under  control  of  this 
Bureau 

System  manager(s)  and  address: 

Chief,  Bureau  of  Medicine  and  Surgery  Commandants  of  Nava) 
Districts  Commanding  Officers.  Medical  Treatment  Facilities 
Notification  procedure: 

Address  inquiries  to  the  systems  manager  Inquiry  must  include 
name  of  decedent,  military  status  at  time  of  death,  SSAN  and/or 
service  number,  and  date  of  death  Requestor  may  visit  Bureau  of 
Medicine  and  Surgery  (Code  73),  23d  and  E  Streets,  NW,  Wa.shing- 
ton,  D.  C.  20372 
Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  frcmi  the 
systems  manager 
Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMAN.AGER 
Record  source  categories: 

Reports  submitted  by  field  commands  and  next  of  kin  as  required 
by  regulations  and  directives  pertaining  to  the  decedent  affairs  pro¬ 
gram 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00018  05 

System  name: 

Uncollectible  Accounts 
System  location: 

Primary  System  -  Chief,  Bureau  of  Medicine  and  Surgery,  Navy 
Department,  Washington,  D.  C.  20372.  Decentralized  Segments  - 
Naval  Hospitals  and  Medical  Centers  which  provide  services  or 
perform  work  giving  ruse  to  such  accounts  receivable.  (Mailing  ad¬ 
dresses  are  listed  in  the  directory  of  Department  of  the  Navy  mailing 
addressesin  the  Appendix  to  the  Component  System  Notice.) 
Categories  of  individuals  covered  by  the  system: 

Any  individual  incurring  indebtedness  to  the  United  States  by 
receiving  health  care  treatment  or  examination  services  funded  by 
the  Navy  Medical  Department.  Coverage  also  includes  sponsors  and 
other  persons  resptmsible  for  the  debts  of  such  persons. 

Categories  of  records  in  the  system: 

The  types  of  records  in  the  system  include  Request  for  Recovery 
of  CHAMPUS  Funds  (CHAMPUS  Form  11);  letter  reports  of  uncol¬ 
lectible  accounts  receivable;  substantiating  documents  such  as  Sup¬ 
plies  and/or  Services  provided  by  Civilian  Hospitals  (DA  Form 
1863-1),  Services  and/or  Supplies  provided  by  Civilian  Sources 
(except  Hospitals)  (DA  Form  1863-2),  Explanation  of  Benefits  forms, 
physicians’  and  hmpitals’  statements  of  services  and  charges,  payment 
receipts,  admission  documents,  and  correspondence  relating  to  collec¬ 
tion  attempts  or  attempts  to  ascertain  elligibility  status  or  patient 
category;  records  of  payments  received;  records  of  transmittal  of 
accounts  to  investigative  organizations,  the  Department  of  Justice, 
and/or  the  General  Accounting  Office;  and  records  suspending  or 
terminating  collection  action  or  effecting  compromise  settlement 
agreements. 

Authority  for  maintenance  of  the  system: 

31  use  191-195,  227,  and  952  (also  known  as  the  Federal  Claims 
Collection  Act  of  1966);  10  USC  1078-179;  and  37  USC  702.  705,  and 
1007. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  the  system  is  collected  to  facilitate  the  recovery  of 
amounts  owed  the  United  States.  Users  of  the  information  includes 
field  and  bureau  collection  agents.  The  information  is  used  to  deter¬ 
mine  amounts  owed,  methods  to  be  employed  to  effect  recovery,  and 
whether  or  not  the  claim  can  be  compromised  or  collection  action 
thereon  terminated  or  suspended.  In  rare  and  exceptional  cases  an 
account  file  is  referred  to  the  Navy  Investigative  Service  Office,  the 
Department  of  Justice,  or  the  General  Accounting  Office.  Any  indi¬ 
vidual  records  in  the  system  might  be  transferred  to  any  component 
of  the  DOD. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  reading  files.  Index  cards  (3'x5'). 

Retrievability: 

Filed  alphabetically  by  last  name  of  debtor  within  the  fiscal  year  in 
which  indebtedness  was  incurred.  Summary  records  filed  by  medical 
treatment  facility. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per- 
scmnel  that  are  properly  screened  and  trained. 

Retention  and  disposal: 

Records  are  retained  in  active  file  until  collection  action  has  been 
completed,  compromised,  suspended,  or  terminated.  They  are  held  in 
inactive  file  until  statute  of  limitations  has  run  and  then  destroyed. 

System  managers)  and  address: 

Chief,  Bureau  of  Medicine  and  Surgery,  Navy  Department,  Wash¬ 
ington,  D.  C.  20372  and  Commanding  Officers  of  Medical  Treatment 
Facilities  under  the  Command  of  the  Chief,  Bureau  of  Medicine  and 
Surgery. 

Notification  procedure: 

Information  may  be  obtained  from  the  Chief,  Bureau  of  Medicine 
and  Surgery.  Requests  should  provide  the  full  name  of  the  debtor, 
the  military  or  dependency  status  of  the  debtor,  and  the  location  and 
approximate  dates  of  treatment  or  examination.  The  requestor  may 
visit  the  Comptroller,  Bureau  of  Medicine  and  Surgery,  23rd  and 
Streets,  N.  W.,  Washington,  D.  C.  to  obtain  information  on  whether 
or  not  the  system  contains  records  pertaining  to  him  or  her.  A  valid 
driver's  license  and/or  military  ID  card  will  be  considered  adequate 
proof  of  identity. 

Recurd  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appearling  initial  determinations  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  system  manager. 

Record  source  categories: 

Medical  Treatment  Facilities  providing  services  which  resulted  in 
indebtedness  to  the  United  States,  CXTHAMPUS  Denver,  U.  S. 
Postal  Service,  Military  Locator  Services,  State  Departments  of 
Motor  Vehicles,  any  component  of  the  DOD,  the  Department  of 
Justice,  the  General  Accounting  Office,  retail  credit  associations, 
financial  institutions,  current  or  previous  employers,  educational  insti¬ 
tutions  trade  associations,  automated  system  interfaces,  local  law 
enforcement  agencies,  the  Department  of  Health,  Education,  and 
Welfare,  the  Internal  Revenue  Service,  and  the  Civil  Service  Com¬ 
mission. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00018  09 

System  name: 

Bureau  of  Medicine  and  Surgery  Personnel  Management  Informa¬ 
tion  System 

System  location: 

Bureau  of  Medicine  and  Surgery-controlled  filed  activities.  Ad¬ 
dresses  listed  in  DOD  directory,  appendix  to  the  Component  Systems 
Notice. 

Categories  of  individuals  covered  by  the  system: 

Active  duty  Navy  medical  officers 

Categories  of  records  in  the  system: 

Professional  Performance  Data  Sheet  (NAVMED  1611/1  Rev  7/ 
74);  Report  of  Off-Duty  Remunerative  Professional  Civilian  Employ¬ 


ment  by  Officers  of  the  Medical  Department  (BUMEDNOTE  1610, 
22  Jan  75);  listing  of  Surgical  and  Surgical  Support  Team  Personnel. 

Authority  for  maintenance  of  the  system:  ' 

Title  10,  U.S.  Code,  5  USC  301. 

Routine  uses  of  records  maintained  in' the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Professional  aspect  of  officer  assignment;  statistical  evaluation  of 
off-duty  professional  employment;  surgical  team  contingency  plan¬ 
ning;  user  is  Medical  Corps  Division,  BUMED. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  oF  records  in  the  system: 

Storage: 

Maintained  in  filing  cabinets. 

Retrievability: 

Last  name 

Safeguards: 

Locked  cabinets;  Spaces  locked  outside  regular  working  hours. 

Retention  and  disposal: 

Files  retained  for  duration  of  member’s  active  service. 

System  managerts)  and  address: 

Chief,  Bureau  of  Medicine  and  Surgery 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  Chief,  Bureau 
of  Medicine  and  Surgery,  Navy  Department,  Washington,  D.C. 
20372.  The  request  should  contain  full  name,  rank  SSAN  and  file 
number  (if  any). 

Record  access  procedures: 

Code  31,  Bureau  of  Medicine  and  Surgery,  Navy  Department, 
Washington,  D.C.  20372. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinaton  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Chairman  of  clinical  departments;  commanding  officers. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00018  10 

System  name: 

Family  Advocacy  Program  System  (42  FR51256) 

System  location: 

Central  Registry  -  Chief,  Burau  of  Medicine  and  Surgery,  Navy 
Department,  Washington,  D.  C.  20372.  Individual  Case  Files  --  Naval 
Regional  Medical  Centers,  naval  hospitals  and  clinics  (formerly  dis¬ 
pensaries),  and  duty  stations  of  the  military  sponsors.  (Mailing  ad¬ 
dresses  of  duty  stations  are  listed  in  the  DOD  directory  in  the 
Appendix  to  the  Component  System  Notice.) 

Categories  of  individuals  covered  by  the  system: 

AH  beneficiaries  entitled  to  care  at  Navy  medical  and  dental  facili¬ 
ties  whose  abuse  or  neglect  is  brought  to  the  attention  of  appropriate 
authorities,  and  all  persons  suspected  of  abusing  or  neglecting  such 
beneficiaries. 

Categories  of  records  in  the  system: 

Medical  records  of  suspected  and  confirmed  cases  of  family 
member  abuse  or  neglect,  also,  investigative  reports,  correspondence, 
family  advocacy  committee  reports,  follow-up  and  evaluative  reports, 
and  any  other  supportive  data  assembled  relevant  to  individual  family 
advocacy  program  files. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301,  10  U.S.C.  5132,  and  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  duties  relating  to  health  and  medical  treat¬ 
ment  of  members  and  former  members  of  the  uniformed  services, 
civilians,  and  dependents  receiving  medical  care  under  Navy  aus¬ 
pices;  determining  qualifications  and  suitability  of  Navy  and  Marine 
Corps  personnel  for  various  programs,  duty  assignments,  and  fitness 
for  continued  military  service;  and  performance  of  research  studies  of 
compilation  of  statistical  data. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  and  other  Departments  and  agencies  and  the  Executive 
Branch  of  government,  in  the  performance  of  their  official  duties 
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relating  to  the  coordination  of  family  advocacy  programs,  medical 
care,  and  researchconcerning  family  member  abuse  and  neglect. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives,  in  connection  with  litigation  or  other  matters  under  the 
direct  jurisdiction  of  the  Department  of  Justice  or  carried  out  as  the 
legal  representative  of  the  Executive  Branch  agencies. 

Federal,  state  or  local  government  agencies  when  it  is  deemed 
appropriate  to  utilize  civilian  resources  in  the  counseling  and  treat¬ 
ment  of  individuals  or  families  involved  in  abuse  or  neglect  or  when 
it  is  deemed  appropriate  or  necessary  to  refer  a  case  to  civilian 
authorities  for  civil  or  criminal  law  enforcement. 

Authorized  officials  and  employees  of  the  National  Academy  of 
Sciences,  and  private  organizations  and  individuals  for  authorized 
health  research  in  the  interest  of  the  federal  government  and  the 
public;  and  authorized  surveying  bodies  for  pro^sional  certification 
and  accreditation,  government  and  the  public;  and  authorized  survey¬ 
ing  bodies  for  professional  certification  and  accreditation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  may  be  stored  in  file  folders,  microfilm,  magnetic  tape, 
punched  cards,  machine  lists,  discs,  and  other  computerized  os  ma¬ 
chine  readable  media. 

Retrievability: 

Records  are  retrieved  by  name  of  the  abused  or  neglected  family 
member  and  the  social  security  numb^  of  the  sponsor  or  guardian. 

Safeguards: 

Records  are  maintained  in  various  kinds  of  filing  equipment  in 
specified  monitored  or  controlled  access  rooms  or  areas.  Public 
access  is  not  permitted.  Records  are  accessible  only  to  authorized 
personnel  who  are  properly  screened  and  trained,  and  on  a  need-to- 
know  basis,  only. 

Computer  terminals  are  located  in  supervised  areas,  with  access 
controlled  by  password  or  other  user  code  system. 

Retention  and  disposal: 

Family  advocacy  case  records  are  maintained  at  the  activity 
having  cognizance  of  the  case  for  a  period  of  5  years  and  are  then 
destroyed.  Central  registry  records  are  permanently  retained  under 
the  control  of  the  Bureau  of  Medicine  and  Surgery. 

System  managerts)  and  address: 

Central  Registery  —  Chief,  Bureau  of  Medicine  and  Surgery,  Navy 
Department,  Washington,  D.C.  20372,  ~  and  commanding  officers  of 
medical  treatment  facilities  under  the  command  of  the  Chief,  Bureau 
of  Medicine  and  Surgery,  where  the  treatment  and  reporting  oc¬ 
curred. 

Notification  procedure: 

Informational  requests  should  be  directed  to  the  cognizant  system 
manager(s).  Requests  should  contain  the  full  name  of  the  individual 
and  social  security  number  of  the  military  or  civilian  sponsor  or 
guardian,  date  and  place  of  treament,  and  alleged  reporting  of  inci¬ 
dent.  The  requester  may  visit  the  office  of  the  Chief,  Bureau  of 
Medicine  and  Surgery,  23rd  and  ’E'  Streets,  N.W.,  Washington,  D.C. 
and  the  commading  officers  of  the  individual  medical  treatment  facil¬ 
ities  to  obtain  information  on  whether  or  not  the  system  contains 
records  pertaining  to  hime  or  her.  Armed  Forces  I.D.  card  or  other 
type  of  identification  bearing  the  picture  and  signature  of  the  request¬ 
ed  will  be  considered  adequate  proof  of  identity. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

.  The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Reports  from  physicians  and  othe  medical  department  personnel 
regarding  the  results  of  physical,  dental,  mental,  and  other  examina¬ 
tions,  treatment,  evaluation,  consultation,  laboratory,  x-ray,  and  spe¬ 
cial  studies;  reports  and  information  from  other  sources,  including 
educational  institutions,  medical  institutions,  law  enforcement  agen¬ 
cies,  public  and  private  health  and  welfare  agencies,  and  witnesses. 

Systems  exempted  from  certain  provisions  of  the  act: 

Part  of  this  system  may  be  exempt  under  5  U.S.C.  552a(k)  (2)  and 
(5),  as  applicable.  For  additional  information,  contact  the  system 
manager(s). 

N00022  NONAPACTSUPSYS 

System  name: 


Nonappropriated  Fund  Activity  Information  Support  System 

System  location: 

Bureau  of  Naval  Personnel,  Navy  Department,  Washington,  D.  C. 
20370;  and  local  nonappropriated  Fund  Activities  under  the  cogni¬ 
zance  of  the  Chief  of  Naval  Personnel. 

Categories  of  individuals  covered  by  the  system: 

Individuals  authorized  under  current  regulations  to  use  Commis¬ 
sioned  Officers  Messes  (open).  Chief  Petty  Officer  Messes,  Petty 
Officer  First  and  Second  Class  Messes,  Enlisted  Men’s  Clubs,  Consol¬ 
idated  Package  Stores,  Sproial  Services  fs^ilities,  and  other  Non- 
Appropriated  Fund  Activities  under  the  cognizance  of  the  Chief  of 
Naval  Personnel. 

Categories  of  records  in  the  system: 

Correspondence,  records,  membership  applications,  membership 
and  user  listings  of  Nonappropriated  Fund  Activity  facilities,  ac¬ 
counts  receivable  records,  bad  check  listings,  investigatory  reports 
involving  abuse  of  facilities,  required  for  management  of  Nonappro¬ 
priated  Fund  Activities  under  the  cognizance  Chief  of  Naval  Person¬ 
nel. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  duties  related  to  the  management,  supervision 
and  administration  of  Nonappropriated  Fund  Activities  under  the 
cognizance  of  the  Chief  of  Naval  Personnel.  The  Comptroller  Gener¬ 
al  or  any  of  his  authorized  representatives,  upon  request,  in  the 
course  of  the  performance  of  duties  of  the  General  Accounting 
Office  related  to  the  management,  supervision,  and  administration  of 
Nonappropriated  Fund  Activities  under  the  cognizance  of  the  Chief 
of  Naval  Personnel. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Nonappropriated 
Fund  Activities  under  the  cognizance  of  the  Chief  of  Naval  Person¬ 
nel. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representatives  of  the  Executive  Branch 
Agencies. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committees  or  sub  committees  thereof  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  persons 
covered  by  this  system. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums 
and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability: 

Primarily  by  Name,  and/or  Social  Security  Number/Membership 
Number. 

Safeguards: 

Computer  and  punched  card  processing  facilities  are  located  in 
restricted  areas  accessible  only  to  authorize  persons  that  are  proper¬ 
ly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  P52I2.5B,  subj:  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords,  or  Departmental  Instructions. 

System  managers)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.  C. 
20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addres.sed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Depart- 
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ment,  20370;  or  to  the  Head  of  the  local  Nonappropriated  Fund 
Activity  concerned.  The  letter  should  contain  full  name,  social  secu¬ 
rity  account  number,  status,  address,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Washing¬ 
ton,  D.  C.  20370  (Arlington  Annex,  FOB  2),  Rm.  1066  for  assistance 
with  records  located  in  that  building;  or  the  individual  may  visit  the 
local  activity  concerned  for  access  to  locally  maintained  records. 
Proof  of  identification  will  consist  of  Military  Identification  Card  for 
persons  having  such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officals  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  and  components  thereof,  in  performance  of  their 
official  duties  and  as  specified  by  current  Instructions  and  Regula¬ 
tions  promulgated  by  competent  authority;  general  correspondence 
concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None  \ 

N(K)022.56 

System  name: 

Navy  Overseas  Assignment  Inventory  System. 

System  location: 

Center  for  Research  and  Education,  2010  E.  I7th  Avenue,  Denver, 
Colorado  80206;  and  Bureau  of  Naval  Personnel,  Washington,  D.C. 
20370. 

Categories  of  individuals  covered  by  the  system: 

Naval  enlisted  personnel  on  active  duty. 

Categories  of  records  in  the  system: 

Responses  to  attitude  association  questionnaire,  overseas  perform¬ 
ance  evaluation,  pay  grade,  duty  station,  job  rating,  and  personal  data 
such  as  marital  status,  age,  sex,  dependency,  and  length  of  service. 

Authority  for  maintenance  of  the  system: 

Title  S  use  301,  Departmental  Regulations. 

Routine  uses  of  records  maintained 'in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  D^artment  of  the  Navy  in  the 
performance  of  their  official  duties  relating  to  screening  and  assign¬ 
ing  of  naval  personnel  overseas. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Navy. 

Statistical  summaries  may  be  given  other  Department  of  Defense 
agencies  upon  request.  Such  summaries  will  have  no  personal  identi¬ 
fying  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tape.  Printed  reports, 
questionnaire  responses,  and  other  paper  documents  supporting  the 
system  are  stored  in  locked  filing  cabinets. 

Retrievability: 

Automated  records  are  retrieved  by  name  and  military  identifica¬ 
tion  number. 

Safeguards: 

Computer  files  are  kept  in  safety  deposit  boxes  when  not  in  use. 
Printouts,  questionnaire  responses  and  other  paper  documents  sup¬ 
porting  the  system  have  limited  controlled  access. 

Retention  and  disposal: 

Questionnaire  responses  are  destroyed  after  conversion  to  magnetic 
tape  by  incineration  that  is  personnally  supervised  by  CRE  staff.  At 
termination  of  study  and  ail  requested  analyses,  magnetic  tapes  will 
be  erased. 

System  manager(s)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington.  D.C. 
20370. 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to;  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 


ment,  Washington,  D.C.  20370.  The  letter  should  contain  full  name, 
rate,  military  identification  number,  address,  and  signature  of  the 
requester. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager.  '' 

Record  source  categories: 

Officer  and  employees  of  the  Department  of  the  Navy  and  the 
individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00022.81 

System  name: 

Personnel  Security  Eligibility  information  System 

System  location: 

Prmary  System-Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370 

Secondary  System-local  activity  to  which  individual  is  assigned 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addresses) 

Categories  of  individuals  covered  by  the  system: 

Members  of  the  U.S.  Navy  and  Naval  Reserve,  former  members, 
and  applicants  for  enlistment  or  commissioning. 

Categories  of  records  in  the  system: 

Files  contain  reports  of  personnel  security  investigations,  criminal 
investigations,  and  counterintelligence  investigations,  usually  brief  ex¬ 
cerpts  only;  correspondence,  records  and  information  pertinent  to  an 
individual’s  eligibility  for  acceptance  and  retention,  personnel  secu¬ 
rity  clearance,  assignment  to  the  Nuclear  Weapon  Personnel  Reliabil¬ 
ity  Program  or  other  ’high  risk’  program  requiring  personnel  quality 
control. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  personnel  security 
eligibility; 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  personnel  security  eligibility. 

Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement  or  other 
matters  under  the  jurisdiction  of  the  Department  of  Justice  or  carried 
out  as  the  legal  representative  of  the  Executive  Branch  agencies; 

State  and  Local  government  agencies  in  the  performance  of  their 
official  duties  related  to  personnel  security  eligibility; 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  duties  related  to  personnel  security  eligibility; 

Officials  and  employees  of  other  agencies  of  the  Executive  Branch 
of  the  government,  upon  request,  in  the  performance  of  their  duties 
related  to  personnel  security  eligibility; 

Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
committees  or  subcommittees  thereof,  requiring  disclosure  of  the  files 
or  records  of  individuals  covered  by  this  system.  When  required  by 
Federal  statute,  by  Executive  order,  or  by  treaty,  personnel  record 
information  will  disclosed  to  the  individual,  organization,  or  gov¬ 
ernmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  index  cards.  Some  infonnation 
from  the  paper  records  is  contained  in  an  automated  file. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual.  Automated  files  are 
by  social  security  account  number. 

Safeguards; 

Stored  in  locked  safes  and  cabinets.  File  areas  are  accessible  only 
to  authorized  persons  who  are  properly  screened,  cleared,  and 
trained. 

Retention  and  disposal: 
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Records  and  portions  thereof  vary  in  period  of  time  retained: 
records  are  retained  and  disposed  of  in  accordance  with  Department 
Regulations. 

System  manageKs)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to  Chief  of  Naval 
Personnel,  (Attn:  Privacy  Act  Coordinator),  Navy  Department, 
Washington,  D.C.  20370;  or  in  accordance  with  the  Directory  of  the 
Department  of  the  Navy  Mailing  Adresses  (i.e.,  local  activities).  The 
letter  should  contain  full  name,  social  security  account  number,  rank/ 
rate/civilian  status,  address  and  notarized  signature  of  the  requestor. 
The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex,  (FOB  2)  Washington,  D.C.,  Rm.  1066,  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 
Prior  written  notification  of  personal  visits  is  r^uired  to  ensure  that 
all  parts  of  the  record  will  be  available  at  the  time  of  the  visit.  Proof 
of  identify  will  be  required  and  will  consist  of  a  military  identifica¬ 
tion  card  for  persons  having  such  cards  and  picture-bearing  identifi¬ 
cation. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  inital 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the. Navy,  Depart¬ 
ment  of  Defense,  and  other  Departments  and  Agencies  of  the  Execu¬ 
tives  Branch  of  government,  and  components  thereof,  in  performance 
of  their  official  duties  and  as  specified  by  current  instruction  and 
regulations  promulgated  by  competent  authority;  civilian  and  military 
investigative  reports;  federal  state  and  local  court  doucments;  finger¬ 
print  cards;  official  correspondence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  S  U.S.C.  SS2  a  (j)  or  (i^)> 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N(H)022.82 

System  name: 

Navy  Personnel  Evaluation  System 

System  location: 

Bureau  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Categories  of  individuals  covered  by  the  system: 

All  members  of  the  U.S.  Navy  including  Regular,  Reserve,  Active 
Duty,  Inactive  Duty,  Fleet  Reserve  and  Retired. 

Categories  of  records  in  the  system: 

Correspondence  and  investigatory  material  containing  information 
pertinent  to  member's  retention,  assignment  or  separation. 

Authority  for  maintenance  of  the  system: 

5  (JSC  301.  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  personnel  administra¬ 
tion  of  Navy  members;  Officials  and  employees  of  the  Department  of 
Defense  and  its  other  components  in  the  performance  of  their  official 
duties  related  to  personnel  administration. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  jurisdiction  of  the  Department  of  Justice  or  carried 
out  as  the  legal  representative  of  the  Executive  Branch  agencies; 

The  Secretary  of  Health,  Education  and  Welfare,  and  the  Director. 
Veterans  Administration,  and  Director,  Selective  Service  Administra¬ 
tion  and  their  officials  and  employees  in  connection  with  notifleation 
and  assistance  in  obtaining  benefits  by  members  and  former  members; 

Officials  and  employees  of  other  Departments  and  agencies  of  the 
Executive  Branch  of  government  upon  request,  in  the  performance  of 
their  official  duties  related  to  personnel  admini.stration; 

Such  civilian  contractors  as  are  or  may  be  operating  in  accordance 
with  an  approved,  official  contract  with  the  IJ.S.  Government;  The 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 


committees  or  subcommittees  therof,  r^uiring  disclosure  of  the  files 
or  records  of  individuals  covered  by  this  system; 

Officials  and  employees  of  the  General  Accounting  Office  upon 
request  in  the  performance  of  their  official  duties  relating  to  person¬ 
nel  administration.  State  and  local  government  agencies  in  the  per¬ 
formance  of  their  official  duties  related  to  personnel  administration. 
When  required  by  Federal  statute,  by  Executive  order,  or  by  treaty, 
personnel  record  information  will  be  disclosed  to  the  individual, 
organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  index  cards.  Some  information 
from  the  paper  records  is  automated. 

Retrievability: 

Filed  alphabetically  by  last  name  or  by  Social  S^urity  Account 
Number. 

Safeguards: 

Stored  in  locked  safes  and  cabinets  in  buildings  that  employ  secu¬ 
rity  guards.  File  areas  are  accessible  only  to  authorized  persons  who 
are  properly  screened,  cleared  and  trained. 

Retention  and  disposal: 

Records  are  maintained  as  long  as  member  has  any  affiliation  with 
the  Naval  service  and  for  five  years  thereafter  and  are  then  de¬ 
stroyed. 

System  manager(s)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to  Chief  of  Naval 
Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Department, 
Washington.  D.C.  20370.  The  letter  should  contain  full  name,  social 
security  account  number,  rank/  rate/civilian  status,  address  and  nota¬ 
rized  signature  of  the  requestor.  The  individual  may  visit  the  Chief  of 
Naval  Personnel,  Arlington  Annex,  Washington,  D.C.  (FOB  2)  Rm. 
1066,  for  assistance  with  records  located  in  that  building.  Prior  writ¬ 
ten  notification  of  personal  visits  is  required  to  ensure  that  all  parts  of 
the  record  will  be  available  at  the  time  of  the  visit.  Proof  of  identity 
will  be  required  and  will  consist  of  a  military  identification  card  for 
persons  having  such  cards  and  picture-bearing  identification. 

Record  access  procedures:  - 

The  agency’s  ruls  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Civilian  and  military  investigative  reports;  reports  of  federal  and 
state  civilian  court  actions  and  criminal  proceedings;  general  corre¬ 
spondence  concerning  and  individual;  officials  and  employees  of  the 
Department  of  the  Navy,  Department  of  Defense  and  Components 
therof,  in  performance  of  their  official  duties  and  as  specified  by 
current  Instructions  and  Regulations  promulgated  by  competent  au¬ 
thority. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N00022CASINFOSUPPSYS 

System  name: 

Casualty  Information  Support  System 

System  location: 

Primary  System-Chief  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370  and  local  activity  to  which  individual  is 
a.ssigned  (see  Directory  of  the  Department  of  the  Navy  Mailing 
Addresses);  Washington  National  Records  Center,  Suitland,  Mary¬ 
land. 

Categories  of  individuals  covered  by  the  system: 

All  Navy  military  personnel  who  are  reported  missing,  missing  in 
Action,  Prisoner  of  War  or  otherwise  detained  by  armed  force; 
deceased  in  either  an  active  or  inactive  duty  status;  reported  ill/ 
injured  in  either  active  duty,  fleet  reserve,  or  retired  status. 

Categories  of  records  in  the  system: 
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Correspondence,  reports,  and  records  in  both  automated  and  non* 
automated  form  concerning  circumstances  of  casualty,  next-of-kin 
data,  survivor  benefit  information,  personal  and  service  data,  and 
casualty  program  data. 

Authority  for  maintenance  of  the  system: 

Title  5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  per¬ 
formance  of  their  official  duties  related  to  casualty  program  manage¬ 
ment  and  responding  to  inquiries  from  survivors  of  Navy  military 
personnel. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  Casualty 
Program  Management. 

Secretary  of  Health  Education  and  Welfare  and  the  Director  of 
the  Veterans  Administration  and  their  officials  and  employees  in 
connection  with  eligibility,  notification  and  assistance  in  obtaining 
benefits  due. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  of  joint  committees  on  matters 
within  their  jurisdiction  requiring  disclosure  of  the  casualty  files  of 
Navy  members. 

Nongovernment  Agencies  -  To  assist  in  settlement  of  member’s 
affairs.  The  comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  Casualty  and  Sur¬ 
vivor’s  Benefit  Program. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  department  of  justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

Officials  and  employees  of  state  and  local  government  agencies  in 
connection  with  eligibiliy,  notification  and  assistance  in  obtaining 
benefits  due.  When  required  by  Federal  statute,  by  Executive  order, 
or  by  treaty,  personnel  record  information  will  di^losed  to  the 
individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums 
and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  files,  microfiche  or  micro¬ 
film. 

Retrievability: 

Records  may  be  retrieved  by  name  and/or  social  security  account 
number. 

Safeguards: 

Computer  and  punched  card  processing  facilities  are  located  in 
restricted  areas  accessible  only  to  authorize  persons  that  are  proper¬ 
ly  screened,  trained,  and  cleared. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Files  are  retained  and  disposed  of  in  accordance  with  SECNA- 
VINST  P5212.5B,  subj;  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords,  or  in  accordance  with.  Department  Regulations. 

System  manager(s)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D  C. 
20370. 

Notification  procedure: 

Requests  by  correspondence  should  be  addres.sed  to;  Chief  of 
Naval  Personnel,  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370;  or,  in  accordance  with  the  Directory 
of  the  Department  of  the  Navy  Mailing  Addresses  (i.e.,  local  activi¬ 
ties).  The  letter  should  contain  full  name,  social  security  account 
number  (and/or  enlisted  service  number/officer  file  number),  rank/ 
rate,  military  status,  date  of  casualty  and  status  at  time  of  casualty, 
and  signature  of  the  requestor.  The  individual  may  visit  the  Chief  of 
Naval  Personnel,  Arlington  Annex  (FOB  2),  RM  1066,  Washington, 
D  C.  for  assistance  with  records  located  in  that  building;  or  the 
individual  may  visit  the  local  activity  for  access  to  locally  maintained 
records".  Proof  of  identification  will  consist  of  Military  Identification 
Card  for  persons  having  such  cards,  or  other  picture-bearing  identifi¬ 
cation. 

Record  access  procedures: 


The  Agency’s  nils  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  Public  Health  Service,  Veterans  Administration, 
and  components  thereof,  in  performance  of  their  official  duties  as 
specified  by  current  Instructions  and  Regulations  promulgated  by 
competent  authority;  casualty  reports  may  also  be  received  from  state 
and  local  agencies.  Hospitals  and  other  agencies  having  knowledge  of 
casualties  to  Navy  personnel;  general  correspondence  concerning 
member. 

.Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00022aVEMPNAF 

System  name: 

Record  System  for  Civilian  Employees  of  Nonappropriated  Fund 
(NAF)  Activities 

System  location: 

Primary  System-Bureau  of  Naval  Personnel,  Washington,  D.C. 
20370;  and  local  activity  to  which  individual  is  assigned  (see  Directo¬ 
ry  of  the  Department  of  the  Navy  Mailing  Addresses);  National 
Personnel  Records  Center,  St.  Louis,  Missouri  63132. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  Nonappropriated  Fund  Activities  under  the 
cognizance  of  the  Chief  of  Naval  Personnel. 

Categories  of  records  in  the  system: 

Correspondence  and  records  pertaining  to  performance,  employ¬ 
ment,  pay,  classification,  security  clearance,  personnel  actions,  medi¬ 
cal,  insurance,  retirement,  tax  withholding  information,  exemptions, 
unemployment  compensation,  employee  profile,  education,  benefits, 
discipline  and  administration  of  nonappropriated  fund  civilian  person¬ 
nel. 

Authority  for  maintenance  of  the  system: 

5  use  301.  Department  Regulations 

Public  Law  92-392 

Fair  Labor  Standards  Act,  as  amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employed  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  management,  super¬ 
vision  and  administration  of  nonappropriated  fund  civilian  personnel. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official .  duties  related  to  the 
management,  supervision  and  administration  of  nonappropriated  fund 
civilian  personnel. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  Agen¬ 
cies. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  management,  supervision  and 
administration  of  Nonappropriated  Fund  civilian  personnel. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  thereof,  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  Nonappro¬ 
priated  Fund  civilian  personnel.  Such  civilian  contractors  and  their 
employees  are  or  may  be  operating  in  accordance  with  an  approved, 
official  contract  with  the  U.S.  Government.  When  required  by  Fed¬ 
eral  statute,  by  Executive  order,  or  by  treaty,  personnel  record  infor¬ 
mation  will  b«  disclosed  to  the  individual,  organization,  or  govern¬ 
mental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums 
and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  mirofiche,  or 
microfilm. 

Retrievability': 
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Records  may  be  retrieved  by  name,  social  security  account  number 
and/or  activity  number. 

Safeguards: 

Computer  and  punched  card  progessing  facilities  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are  proper¬ 
ly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  P52 12.5b,  subj:  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords,  or  Departmental  Regulations. 

System  managerts)  and  address: 

Chief  of  Naval  Personnel,  Department  of  the  Navy,  Washington, 
D  C.  20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel,  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370;  or,  in  accordance  with  the  Directory 
of  the  Department  of  the  Navy  Mailing  Addresses  (i.e.,  local  activi¬ 
ties). 

The  letter  should  contain  full  name,  social  security  number,  activi¬ 
ty  at  which  employed,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 

Record  access  procedures: 

The  Agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rul«  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy  and  De¬ 
partment  of  Defense  in  the  performance  of  their  official  duties  and  as 
specified  by  current  Instructions  and  Regulations  promulgated  by 
competent  authority;  previous  employers;  educational  institutions; 
employment  agencies;  civilian  and  military  investigative  reports;  gen¬ 
eral  correspondence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None  . 

N00022CIVPERSADMSYS 

System  name: 

Civilian  Personnel  Administrative  Services  Record  System 

System  location: 

Bureau  of  Naval  Personnel,  Navy  Department,  Washington,  D.  C. 
20370 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  and  former  employees  of  the  Bureau  of  Naval 
Personnel  and  the  Naval  Personnel  Program  Support  Activity. 

Categories  of  records  in  the  system: 

Correspondence  and  records  concerning  personal  identification,  di¬ 
rectory  and  locator  services,  vehicle  parking,  security,  disaster  con¬ 
trol,  community  relations  (blood  donor,  etc.)  employee  recreation 
programs  temporary  duty  travel,  employee  applications,  nominations, 
training,  violations  of  rules,  appointments  to  duties  or  offices,  secu¬ 
rity,  and  other  personal  action  records. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  other 
components  of  the  Department  of  Defense  in  the  performance  of 
their  official  duties  related  to  the  management,  supervisor  and  admin¬ 
istration  of  civilian  employees  of  the  Bureau  of  Naval  Personnel 
Program  Support  Activity. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon,  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management,  supervision, 
and  supervision  of  civilian  employees  of  the  Bureau  of  Naval  Person¬ 
nel  and  the  Naval  Personnel  Program  Support  Activity. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 


matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

The  Senate  or  House  of  Representatives  of  the  United  States  or 
any  committee  or  subcommittee  thereof,  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  civilian 
personnel  covered  by  this  system.  Such  civilian  contractors  and  their 
employees  as  are  or  may  be  operating  in  accordance  with  an  ap¬ 
proved,  official  contract  with  the  U.  S.  Government.  When  required 
by  Federal,  statute,  ^  Executive  order,  or  by  treaty,  personnel 
record  information  will  be  disclosed  to  the  individual,  organization, 
or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaim'ng,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  or  card  files 

Retrievability: 

Filed  alphabetically  by  last  name  of  subject 

Safeguards: 

Access  to  records  restricted  to  those  who  have  a  need  to  know. 
The  small  amount  of  classified  information  is  maintained  in  approved 
security  containers. 

Retention  and  disposal: 

Records  are  retained  and  disposed  of  in  accordance  with  Depart¬ 
mental  regulations. 

System  manager($)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.  C. 
20370 


Categories  of  records  in  the  system: 

Correspondence  and  records  in  both  automated  and  non-automated 
form  concerning  classification,  assignment,  distribution,  advancement, 
performance,  retention,  reenlistment,  separation,  training,  education, 
morale,  personal  affairs,  benefits,  entitlements,  and  administration  of 
Navy  military  personnel. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 


Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel  (Attn;  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.  C.  20370;  letter  should  contain  full  name, 
social  security  account  number,  civilian  status  (currently  employed  or 
previously  employed),  system  of  records  to  which  access  is  desired, 
and  signature  of  the  requestor.  The  individual  may  also  visit  the 
Chief  of  Naval  Personnel,  Arlington  Annex  (FOB  2),  Rm  2066, 
Washington,  D.  C.  Proof  of  identification  will  be  by  picture-bearing 
identification  or  other  positive  personal  identification. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

From  supervisor  of  subject,  from  Civil  Service  Commission,  from 
Naval  Investigative  Service,  BUPERS  Duty  Officer,  BUPERS  Secu¬ 
rity  Manager,  BUPERS  Classified  Clearance  Officers,  from  Assistant 
Chief  of  Naval  Personnel  for  Performance  and  Security,  from 
BUPERS  employee  personnel  records,  from  Headquarters,  U.  S. 
Marine  Corps,  from  American  Red  Cross. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00022ENLDEVDISTSYS 

System  name: 

Enlisted  Development  and  Distribution  Support  System 

System  location: 

Primary  System-Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370  Secondary  System-Enlisted  Personnel  Man¬ 
agement  Center,  New  Orleans,  Louisiana  70159  and  Naval  Reserve 
Personnel  Center,  Naval  Support  Activity  (East  Bank),  Bldg.  603, 
New  Orleans,  Louisiana  70159 

Categories  of  individuals  covered  by  the  system: 

All  Navy  enlisted  personnel:  active,  inactive,  reserve,  fleet  reserve, 
and  retired. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

OfTicials  and  emioyees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  to  initiate,  develop,  implement, 
and  carry  out  policies  pertaining  to  enlisted  personnel  assignment, 
placement,  retention,  career  enhancement  and  motivation,  and  other 
career  related  matters,  in  order  to  meet  manpower  allocations  and 
requirements. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies.  Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
management  and  administration  of  Navy  enlisted  personnel  in  order 
to  meet  manpower  allocations  and  requirements. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management  and  administration 
of  Navy  enlisted  personnel  in  order  to  meet  manpower  allocations 
and  requirements. 

The  Senate  of  the  House  of  Representatives  of  the  United  States  or 
any  Committee  or  subcommittee  thereof  on  matters  within  their 
jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy  mili¬ 
tary  personnel. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums, 
and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability: 

Automated  records  may  be  retrieved  by  social  security  account 
number  and/or  name. 

Manual  records  may  be  retrieved  by  name,  social  security  account 
number,  or  enlisted  service  number. 

Safeguards: 

Computer  and  punched  card  processing  facilities  and  terminals  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  PS212.SB,  subj:  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords. 

System  managerfs)  and  address: 

The  Chief  of  Naval  Personnel,  Navy  Department,  Washington, 
D  C.  20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370;  or,  for  Training  and  Administration 
of  Reserve  personnel  only,  to  Commanding  Officer,  (Attn:  Privacy 
Act  Coordinator)  Naval  Reserve  Personnel  Center,  Naval  Support 
Activity  (East  Bank),  Bldg.  603,  New  Orleans,  Louisiana  701 59.  The 
letter  should  contain  full  name,  social  security  account  number  (and/ 
or  enlisted  service  number),  rate,  military  status,  and  signature  of  the 
requestor.  The  individual  may  visit  the  Chief  of  Naval  Personnel, 
Arlington  Annex  (FOB  2),  Rm.  1066,  Washington,  D.C.  for  assist¬ 
ance  with  records  located  in  that  building;  or  Training  and  Adminis¬ 
tration  of  Reserve  personnel  may  visit  the  Commanding  Officer  (Pri¬ 
vacy  Act  Coordinator),  Naval  Support  Activity  (East  Bank),  Bldg. 
603,  New  Orleans,  Louisiana  70159.  Proof  of  identification  will  con¬ 
sist  of  Military  Identification  Card  for  persons  having  such  cards,  or 
other  picture-bearing  identification. 

Record  access  procedures: 

The  Agency's  rules  for  access  to  ecords  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 


The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  and  components  therof,  in  performance  of  their 
official  duties  and  as  specified  by  current  Instructions  and  Regula¬ 
tions  promulgated  by  competent  authority;  general  correspondence 
concerning  the  individual;  official  records  of  professional  qualifica¬ 
tions;  Navy  Relief  and  American  Red  Cross  requests  for  verification 
of  status;  ^ucational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00022ENLMAUSTSYS 

System  name: 

Enlisted  Master  File  Automated  System 

System  location: 

Bureau  of  Naval  Personnel,  Navy  Department,  Washington,  D.  C. 
20370;  Personnel  Management  Information  Center,  New  Orleans,  LA 
70159;  Naval  Reserve  Personnel  Center,  New  Orleans,  LA  70159 

Categories  of  individuals  covered  by  the  system: 

All  Navy  Enlisted  Personnel:  Active  and  Inactive 

Categories  of  records  in  the  system: 

Computer  file  contains  data  concerning  enlisted  assignment,  plan¬ 
ning,  programming,  accounting,  promotions,  career  development, 
procurement,  education,  training,  retirement,  performance,  security, 
personal  data,  qualifications,  programming,  and  enlisted  reserve  drill 
data.  The  system  also  contains  Activity  Personnel  Diaries,  personnel 
accounting  docuipents.  Reserve  Unit  Drill  reports  and  other  person¬ 
nel  transaction  documents  necessary  to  maintain  file  accuracy  and 
currency;  and  all  computer  extracts,  microform,  Und  printed  reports 
therefrom. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  Navy's  military 
management  program,  of  Navy  enlisted  personnel  and  the  operation 
of  personnel  affairs  and  functions;  the  design,  development,  mainte¬ 
nance  and  operation  of  the  automated  system  of  records. 

Comptroller  General  or  any  of  his  authorized  representatives,  upon 
request,  in  the  course  of  the  performance  of.  duties  of  the  General 
Accounting  Office  relating  to  the  management,  supervision,  and  ad¬ 
ministration  of  Navy  enlisted  personnel. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

Officials  and  employees  of  other  com]X)nents  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Navy  enlisted  person¬ 
nel  and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision  and 
administration  of  Navy  enlisted  personnel  and  the  operation  of  per¬ 
sonnel  affairs  and  functions.  The  Senate  or  the  House  of  Representa¬ 
tives  of  the  United  States  or  any  committee  or  subcommittee  therof, 
on  matters  within  their  jurisdiction  requiring  disclosure  of  the  files  or 
records  of  Navy  enlisted  personnel. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes,  disks,  drums  and 
on  punched  cards. 

Printed  reports  and  other  related  documents  supporting  the  system 
are  stored  in  authorized  areas  only. 

Retrievability: 

Automated  records  are  retrieved  by  Social  Security  Account 
Number. 
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Safeguards: 

Within  the  computer  center,  controls  have  been  established  to 
desseminate  computer  output  over  the  counter  only  to  authorized 
users.  Specific  procedures  are  also  in  force  for  the  disposal  of  com¬ 
puter  output.  Output  material  in  the  sensitive  category,  i.e.,  inadver- 
tant  or  unauthorized  disclosure  will  result  in  harm,  embarrassment, 
inconvience  or  unfairness  to  the  individual,  will  be  shredded.  Com¬ 
puter  files  are  kept  in  a  secure,  continuously  manned  area  and  are 
accessible  only  to  authorized  computer  operators,  programmers,  en¬ 
listed  managment,  placement,  and  distributing  personnel  who  are 
directed  to  respond  to  valid,  official  requests  for  data.  These  accesses 
are  controlled  and  monitored  by  the  Security  System. 

Retention  and  disposal: 

Automated  records  are  retained  in  accordance  with  MAPMIS 
manual  (periods  range  from  1  month  to  permanent). 

System  managerts)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.  C. 
20370 

Notification  procedure: 

Requests  by  correspondence  from  active  duty  enlisted  personnel 
shall  be  addressed  to  :  Chief  of  Naval  Personnel  (Attn;  Privacy  Act 
Coordinator),  Navy  Department,  Washington,  D.  C.  20370;  requests 
by  correspondence  from  inactive  duty  and  reserve  personnel  shall  be 
addressed  to:  Commanding  Officer,  Naval  Reserve  Personnel  Center 
(Attn;  Privacy  Act  Coordinator),  New  Orleans,  La  70159;  request 
shall  contain  full  name,  social  security  account  number,  rank,  status, 
and  signature  of  requestor. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy  and  De¬ 
partment  of  Defense  and  Components  thereof  in  performance  of  their 
office  duties  and  as  specified  by  current  instructions  and  regulations 
promulgated  by  competent  authority;  educational  institutions. 

Systems  exempted  from  eertain  provisions  of  the  act: 

None 

N00022EQOPPINFOSYS 

System  name: 

Equal  Opportunity  Information  and  Support  System 

System  location: 

Primary  System-Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.  C.  20370;  and  local  activity  to  which  individual  is 
attached  (see  Directory  of  the  Department  of  the  Navy  Mailing 
Addresses). 

Secondary  System-Department  of  the  Navy  Activities  in  the  Chain 
of  Command  between  the  local  activity  and  the  Headquarters  level 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system: 

Navy  personnel  who  are  involved  in  formal  or  informal  investiga¬ 
tions  involving  aspects  of  equal  opportunity;  and/or  who  have  initiat¬ 
ed,  or  were  the  subject  of  correspondence  concerning  aspects  of 
equal  opportunity. 

Categories  of  records  in  the  system: 

Correspondence  and  records  concerning  incident  data,  endorse¬ 
ments  and  recommedations,  formal  and  informal  investigations  con¬ 
cerning  aspects  of  equal  opportunity. 

Authority  for  maintenance  of  the  system: 

5  use  301  DEPARTMENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  equal  opportunity  mat¬ 
ters. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 


Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  equal 
opportunity  matters. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  equal  opportunity  matters. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy 
military  personnel.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual  concerned. 

Safeguards: 

Records  maintained  iii  areas  accessible  only  to  authorized  person¬ 
nel  on  a  need  to  know  basis. 

Retention  and  disposal: 

Records  disposed  of  after  two  years  in  accordance  with  SECNA- 
VINST  P5212.5B,  ’Disposal  of  Navy  and  Marine  Corps  Records’;  or 
in  accordance  with  Departmental  Regulations. 

System  managers)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Washington,  D.C. 
20370;  or,  in  accordance  with  the  Directory  of  the  Department  of 
the  Navy  Mailing  Addresses  (i.e.,  local  activities).  The  letter  should 
contain  full  name,  social  security  account  number,  rank/rate,  military 
status,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FB  2k  Rm.  1066  Washington  D.C.  for  assistance  with  rec¬ 
ords  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  to  which  attached  for  access  to  locally  maintained  records. 
Proof  of  identification  will  consist  of  Military  Identification  Card  for 
persons  having  such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  and  components  thereof,  in  performance  of  their 
official  duties  and  as  specified  by  current  Instructions  and  Regula¬ 
tions  promulgated  by  competent  authority;  federal,  state,  and  local 
court  documents;  military  investigatory  reports;  general  correspond¬ 
ence  concerning  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N00022NAVHOMRESINFSY 

System  name: 

Naval  Home  Resident  Information  System 

System  location: 

Primary  System-Governor,  U.S.  Naval  Home,  24th  and  Grays 
Ferry  Avenue,  Philadelphia  Pennsylvania  19146  Secondary  System- 
National  Personnel  Records  Center,  St.  Louis,  Missouri  63132 

Categories  of  individuals  covered  by  the  system: 

Residents  of  the  Naval  Home  (current,  discharged  and  deceased). 

Categories  of  records  in  the  system: 

Correspondence  and  records  concerning  application  for  admission 
and  supporting  documents,  personnel  data,  service  data,  personal 
affairs,  administrative  records  covering  period  of  residence. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 
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24  use  17 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy,  generally, 
and  the  Naval  Home,  specifically,  in  the  performance  of  their  official 
duties  related  to  the  management,  supervision,  and  administration  of 
the  Naval  Home. 

The  Comptroller  General  or  any  his  authorized  representatives, 
upon  request,  in  the  performance  of  duties  of  the  General  Account¬ 
ing  Office  related  to  the  management,  supervision,  and  administration 
of  the  Naval  Home. 

Officials  and  employees  of  the  Veterans  Administration  in  the 
performance  of  their  duties  related  to  eligibility,  notification  and 
assistance  in  obtaining  benefits  by  residents  of  the  Naval  Home. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  rraresentative  of  the  Executive  Branch  agen¬ 
cies.  When  required  by  Federal  statute,  by  Executive  order,  or  by 
treaty,  personnel  record  information  will  be  disclosed  to  the  individu¬ 
al,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  may  be  stored  in  paper  file  folders,  and/or  vertical 
card  files. 

Retrievability: 

Records  may  be  retrieved  by  name. 

Safeguards: 

All  file  folders  and  cards  of  residents  are  locked  in  file  cabinets  and 
are  available  only  to  authorized  persons  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  maintained  at  Naval  Home  for  life  of  Resident  and  for 
10  years  after  death  or  discharge  or  Resident;  thereafter,  records  are 
retained  at  the  National  Personnel  Records  Center,  St.  Louis,  Mis¬ 
souri. 

System  manageris)  and  address: 

Governor,  U.S.  Naval  Home,  24th  and  Grays  Ferry  Avenue, 
Philadelphia,  Pa  19146. 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to  :  Governor, 
U.S.  Naval  Home,  24th  and  Grays  Ferry  Avenue,  Philadelphia,  Pa 
19146.  The  letter  should  contain  full  name,  social  security  account 
number  (and/or  enlisted  service  number/officer  file  number),  rank/ 
rate,  and  signature  of  requestor.  The  individual  may  visit  the  Gover¬ 
nor,  U.S.  Naval  Home  for  assistance  with  record  located  in  that 
building.  Proof  of  identification  will  consist  of  Military  Identification 
Card. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures:. 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  and  Veteran’s  Administration  in  the  performance  of 
their  official  duties  and  as  specified  by  current  Instructions  and  Regu¬ 
lations  promulgated  by  competent  authority;  general  correspondence 
concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N000220FFDEVDISTSYS 

System  name: 

Naval  Officer  Development  and  Distribution  Support  System 

System  location: 

Bureau  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Categories  of  individuals  covered  by  the  system: 

All  Naval  officers  on  active  duty;  all  Naval  Reserve  officers  re¬ 
questing  recall  to  active  duty. 

Categories  of  records  in  the  system: 

Correspondence  and  personnel  records  in  both  automated  and  non- 
automated  form  concerning  classification,  qualifications,  assignment. 


placement,  career  development,  education,  training,  recall,  release 
from  active  duty  and  management  of  Naval  officers. 

Authority  for  iiiaintenance  of  the  system: 

5  use  301  Departmental  Regulations 

10  use  3504  Lineal  List 

10  use  3708  Promotion  Selection  List 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Officials  and  employees  of 
the  Department  of  the  Navy  in  the  performance  of  their  official 
duties  related  to  the  classification,  qualifications,  assignment,  place¬ 
ment,  career  development,  education,  training,  recall  and  release  of 
officer  personnel  in  order  to  meet  manpower  allocations  and  require¬ 
ments. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  military  manpower 
allocations  and  requirements. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  Jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representive  of  the  Executive  Branch  agen¬ 
cies.  Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
management  and  administration  of  Naval  officer  personnel  in  order 
to  meet  manpower  allocations  and  requirements. 

Officials  and  employees  of  other  EJepartments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management  and  administration 
of  Naval  officer  personnel  in  order  to  meet  manpower  allocations 
and  requirements. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  therof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy 
military  personnel. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.  S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  m^y  be  stored  on  magnetice  tapes,  disc,  drums 
and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability: 

Automated  records  may  be  retrieved  by  social  security  account 
number  and/or  name. 

Manual  records  may  be  retrieved  by  name  or  social  security  ac¬ 
count  number. 

Safeguards: 

Computer  and  punched  card  processing  facilities  and  terminals  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  generally  maintained  until  superseded,  or  for  a  period 
of  two  years  or  until  release  from  active  duty  and  disposed  of  by 
burning  or  shredding. 

System  manageris)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washingtonm,  D.C. 
20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator)  Navy  Department, 
Washington,  D.C.  20370.  The  letter  should  contain  full  name,  rank, 
social  security  account  number,  designator,  address  and  signature. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2)  Rm.  1066  Washington,  D.C.  for  assistance.  Advance 
notification  is  requested  for  personal  visits.  Proof  of  identification 
will  consist  of  military  identification  card. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 
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The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  retained  from 
SYSMANAGER. 

Record  source  categories: 

Personnel  Service  jackets;  records  of  the  officer  promotion  system; 
officials  and  employees  of  the  Department  of  the  Navy,  Department 
of  Defense,  and  components  thereof,  in  performance  of  their  official 
duties  and  as  specified  by  current  instructions  and  regulations  pro¬ 
mulgated  by  competent  authority;  education  institutions;  official  rec¬ 
ords  of  professional  qualifications;  general  correspondence  concern¬ 
ing  the  individual.  ^ 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N000220FFMAUSTSYS 

System  name: 

Officer  Master  File  Automated  System 

System  location: 

Bureau  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370,  Personnel  Management  Information  Center,  New  Orleans,  LA 
70159;  Naval  Reserve  Personnel  Center,  New  Orleans,  LA  70159 

Categories  of  individuals  covered  by  the  system: 

All  Naval  Officers;  commissioned,  warrant,  active,  inactive;  officer 
candidates,  and  N^val  Reserve  Ofiicer  Training  Corps  personnel. 

Categories  of  records  in  the  system:  Computer  file  contains  data 
concerning  officer  assignment,  planning,  accounting,  promotions, 
career  development,  procurement,  education,  training,  retirement, 
performance,  security,  personal  data,  qualifications,  programming, 
and  Reserve  Officer  drill  data.  System  also  contains  activity  Person¬ 
nel  Diaries,  personnel  accounting  documents.  Reserve  Unit  Drill 
Reports  and  other  personnel  transaction  documents  necessary  to 
maintain  file  accuracy  and  currency;  and  all  computer  file  extracts, 
microform  and  printed  reports  therefrom. 

Authority  for  maintenance  of  the  system: 

Title  5  use  301  Departmental  Regulations 

Routine  uses  of  reebrds  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  management,  super¬ 
vision,  and  administration  of  Navy  officer  personnel  and  the  oper¬ 
ation  of  personnel  affairs  and  functions;  the  design,  development, 
maintenance  and  operation  of  the  automated  system  of  records. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  military  manpower 
management  program.  The  Attorney  General  of  the  United  States  or 
his  authorized  representatives  in  connection  with  litigation,  law  en¬ 
forcement,  or  other  matters  under  the  direct  Jurisdiction  of  the  De¬ 
partment  of  Justice  or  carried  out  as  the  legal  representative  of  the 
Fxecutvie  Branch  agencies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  Navy  officer  person¬ 
nel  and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision  and 
administration  of  Navy  officer  personnel  and  the  operation  of  person¬ 
nel  affairs  and  functions.  The  Senate  or  the  House  of  Representatives 
of  the  United  States  or  any  committee  or  subcommittee  therof,  on 
matters  within  their  jurisdiction  requiring  disclosure  of  the  files  or 
records  of  Navy  officer  personnel. 

Such  Civilain  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  Records  are  stored  on  magnetic  tapes,  disks,  drums  and 
on  punched  cards.  Printed  reports  and  other  paper  documents  sup¬ 
porting  the  system  are  stored  in  authorized  personnel  areas  only. 

Retrievability: 

Automated  records  are  retrieved  by  Social  Security  Account 
number. 

Safeguards: 


•  Within  the  computer  center,  controls  have  been  established  to 
disseminate  computer  output  over  the  counter  only  to  authorized 
users.  Specific  procedures  are  also  in  force  for  the  disposal  of  com¬ 
puter  output.  Output  material  in  the  sensitive  category,  i.e.,  inadver¬ 
tent  or  unauthorized  disclosure  that  wolild  result  in  harm,  embarras- 
ment,  inconvenience  or  unfairness  to  the  indiviual,  will  be  shredded. 
Computer  files  are  kept  in  a  secure,  continuously  manned  area  and 
are  distributing  personnel  who  are  directed  to  respond  to  valid, 
official  request  for  data.  These  accesses  are  controlled  and  monitored 
by  the  Security  System. 

Retention  and  disposal: 

,  Records  are  retained  in  accordance  with  MAPMIS  Manual  (peri¬ 
ods  range  from  1  month  to  permanent). 

System  manager(s)  and  address: 

Chief  of  Naval  Personnel,  Department  of  the  Navy,  Washington, 
D  C.  20370. 

Notification  procedure: 

Active  duty  Navy  Officers/Officer  Candidates  shall  request  by 
correspondence  addressed  to:  Chief  of  Naval  Personnel  (Attn:  Priva¬ 
cy  Act  Coordinator)  Navy  Department,  Washington,  D.C.  20370. 
Naval  Reserve  and  retired  officers  shall  request  by  correspondence 
from  commanding  officer.  Naval  Reserve  Personnel  Center,  New 
Orleans,  LA  70159.  Requests  shall  contain  full  name.  Social  Security 
Account  Number,  rank,  status,  address  and  signature  of  the  reques¬ 
tor. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the- 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense  and  components  therof,  in  performance  of  their 
official  duties  and  as  specified  by  current  Instructions  and  Regulation 
promulgated  by  competent  authority;  official  records  of  professional 
qualifications;  Educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N000220FFPRO.MSYS 

System  name: 

Officer  Promotion  System 

System  location: 

Bureau  of  Naval  Personnel,  Navy  Department,  Washington  D.C. 
20370;  and  Reporting  Seniors  (see  Directory  of  the  Department  of 
the  Navy  Mailing  Addresses);  Federal  Records  Storage  (Tenters;  Na¬ 
tional  Archives. 

Categories  of  individuals  covered  by  the  system: 

All  officers  on  active  duty;  all  reserve  officers  on  inactive  duty. 

Categories  of  records  in  the  system: 

Fitness  Report  Jacket,  Selection  Board  Jacket,  Officer  Summary 
Record.  Promotion  History  Cards,  and  other  records  concerning 
fitness  and  qualifications  of  officers  and  related  to  promotion  require¬ 
ments. 

Authority  for  maintenance  of  the  system:  . 

5  use  301  Departmental  Regulations 

10  use  543  Selection  Boards 

10  use  33,  545,  549  Promotions 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  selection  of  officers 
for  promotion  in  the  U.S.  Navy. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy’s  Officer  Promotion 
System  and  records  contained  therin. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  Agen¬ 
cies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
Navy’s  Officer  Promotion  System  and  records  contained  therin. 
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OfTicials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  the  Government,  upon  request,  in  the  perform¬ 
ance  of  their  ofTicial  duties  related  to  the  Navy's  Officer  Promotion 
System  and  the  records  contained  therein. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  therof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Naval 
Officers.  Such  Civilian  ^ntractors  and  their  employees  as  are  or 
may  be  operating  in  accordance  with  an  approved,  official  contract 
with  the  U.S.  Government.  When  required  by  Federal  statute,  by 
Executive  order,  or  by  treaty,  personnel  record  information  will  be 
disclosed  to  the  individual,  organization,  or  governmental  agency  as 
necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tape,  discs  or  on 
punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability: 

Automated  records  may  be  retrieved  by  social  security  account 
number.  Manual  records  may  be  retrieved  by  social  security  account 
number  and/or  officer  file  number,  and  name. 

Safeguards: 

Computer  and  punched  card  processing  facilities  and  terminals  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  PS212.SB,  subj:  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords. 

System  manageKs)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370;  or  to  Reporting  Seniors  (see  Directo¬ 
ry  of  the  Department  of  the  Navy  Mailing  Addresses).  The  letter 
should  contain  full  name,  social  security  account  number,  (or  officer 
file  number),  rank,  military  status,  address  and  signature  of  the  re¬ 
questor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex,  (FOB  2),  Rm.  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the 
Reporting  Senior  for  records  maintained  by  that  individual.  Proof  of 
identification  will  consist  of  Military  Identification  Card. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 

sysmana6er. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  other  Departments  and  Agencies  of  the  Executive 
Branch  of  the  Government,  and  components  therof,  in  the  perform¬ 
ance  of  their  official  duties  as  specified  by  current  Instructions  and 
Regulations  promulgated  by  competent  authority;  educational  institu¬ 
tions;  federal,  state  and  local  court  documents;  general  correspond¬ 
ence  concerning  the  individual;official  records  of  professional  qualifi¬ 
cations. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N00022PERSCOMSOLPRSY 

System  name: 

Personal  Commercial  Affairs  Solicitation  Privilege  File  System 

System  location: 


Primary  System-Chief  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370. 

Secondary  System-I^al  Navy  Activities  involved  in  the  Personal 
Commercial  Affairs  Solicitation  Privilege  System  (see  Directory  of 
the  Department  of  the  Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  are  authorized  Personal  Commercial  Affairs  So¬ 
licitation  Authorization  concerning  solicitation  privileges  on  board 
military  installations. 

Categories  of  records  in  the  system: 

Correspondence  and  records  concerning  letter  of  application  for 
solicitation  privileges,  letters  of  accreditation,  violation  incident  data, 
denial  data,  appeal  data,  and  other  supporting  documents. 

Authority  for  maintenance  of  the  system: 

Title  5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  Commercial  Affairs 
Solicitation  matters. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  Com¬ 
mercial  Affairs  Elicitation  matters. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittees  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  of  persons  affected. 

State  and  local  agencies  in  performance  of  their  official  duties 
related  to  agent  qualifications. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

Private  firms  whose  agents  have  been  banned  may  request  verifica¬ 
tion  of  the  status  of  agents.  When  required  by  Federal  statute,  by 
Executive  order  ,  or  by  treaty,  personnel  record  information  will  be 
disclosed  to  the  individual,  organization,  or  governmental  agency  as 
necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  may  be  stored  in  paper  file  folders. 

Retrievability: 

Records  are  retrieved  by  name  of  agent  or  ^ency. 

Safeguards: 

Records  are  accessible  only  to  authorized  personnel  having  a  need 
to  know. 

Retention  and  disposal: 

Files  are  retained  and  disposed  of  in  accordance  with  SECNA- 
VINST  PS212.5B,  subj:  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords,  or  Departmental  Regulations. 

System  manager(s)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370;  or  in  accordance  with  the  Directory 
of  the  Department  of  the  Navy  Mailing  Addresses  (i.e.,  local  activi¬ 
ties).  The  letter  should  contain  full  name,  social  security  number  of 
the  applicant,  firm  represented,  and  dates  or  time  period  in  question, 
and  signature  of  the  requestor.  The  individual  may  visit  the  Chief  of 
Naval  Personnel,  Arlington  Annex  (FOB  2),  Rm  1066,  Washington, 
D.C.  for  assistance  with  records  located  in  that  building;  or  the 
individual  may  visit  the  local  activity  for  access  to  records  main¬ 
tained  locally.  Proof  of  identification  will  consist  of  picture-bearing 
identification. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerning  may  be  obtain^  from 
the  SYSMANAGER. 

Record  source  categories: 
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Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  and  components  thereof,  in  performance  of  their 
official  duties  as  specified  by  current  Instructions  and  Regulations 
promulgated  by  competent  authority;  State  and  local  agencies  in  the 
performance  of  their  official  duties  related  to  agent  qualifications; 
investigatory  records;  general  correspondence  concerning  individual 
agents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00022PERSERVDEPSERVS 

System  name: 

Personal  Services  and  Dependents  Services  Support  System 

System  location: 

Primary  System-Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370;  Navy  Family  Allowance  Activity,  Anthony 
J.  Celebrezze  Federal  Building,  Room  967,  Cleveland,  c3hio  44199; 
local  activity  to  which  individual  is  assigned  (see  Directory  of  the 
Department  of  the  Navy  Mailing  Addresses). 

^condary  System-Department  of  the  Navy  Activities  in  the  Chain 
of  Command  between  the  local  activity  and  the  Headquarters  level 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system: 

All  Navy  military  personnel:  officers,  enlisted,  active,  inactive, 
reserve,  fleet  reserve,  retired,  midshipmen,  officer  candidates.  Naval 
Reserve  Officer  Training  Corps  personnel,  and  their  dependents. 

Categories  of  records  in  the  system: 

Applications,  forms,  correspondence  and  supporting  documents 
and  other  personnel  records  concerning  entitlements,  benefits,  basic 
allowance  for  quarters,  waiver  of  indebtedness,  travel  allowances, 
morale,  and  personal  affairs. 

Authority  for  maintenance  of  the  system: 

S  use  301.  Departmental  Regulations 

10  use  6161 

10  use  2774  as  added  by  Public  Law  92-453 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  and  other 
components  of  the  Department  of  Defense  in  the  performance  of 
their  official  duties  related  to  the  management,  supervision,  and  ad¬ 
ministration  of  personal  services,  benefits  and  entitlements  for  Navy 
members  and  their  dependents. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  related  to  management,  supervision  and 
administration  of  personal  services,  benefits  and  entitlements  for 
Navy  members  and  their  dependents. 

Officials  and  employees  of  the  Veterans’  Administration  in  the 
performance  of  their  official  duties  related  to  eligibility,  notification 
and  assistance  in  obtaining  benefits  by  members  and  former  members 
of  the  Navy. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  Navy 
military  personnel  and  their  dependents. 

Officials  and  employees  of  Navy  Relief  and  the  American  Red 
Cross  in  the  performance  of  their  duties  related  to  assistance  of  the 
members,  their  dependents  and  relatives. 

State  and  local  agencies  in  performance  of  their  official  duties 
related  to  assistance  of  the  memt^rs  and  their  dependents. 

Non-government  agencies  only  to  assist  members  and  their  depend¬ 
ents.  When  required  by  Federal  statute,  by  Executive  order,  or  by 
treaty,  personnel  record  information  will  be  disclosed  to  the  individu¬ 
al,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums 
and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders. 

Retrievability: 

Records  may  be  retrieved  by  name,  social  security  account  number 
or  enlisted  service  number/officer  file  number  of  member;  or  name  of 
dependent. 

Safeguards: 


Computer  and  punched  cards  processing  facilities  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are  proper¬ 
ly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  P5212.5B,  subj:  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords. 

System  managerfs)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370. 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Chief  of 
Naval  Personnel  (Attn:  Privacy  Act  Coordinator),  Navy  Depart¬ 
ment,  Washington,  D.C.  20370;  or  in  accordance  with  the  Directory 
of  the  Department  of  the  Navy  Maihng  Addresses  (Le.,  local  activi¬ 
ties).  The  letter  should  contain  full  name,  social  security  account 
number  (and/or  enlisted  service  number/officer  file  number),  rank/ 
rate,  military  status,  or  name  of  the  dependent,  name  of  spoaser, 
sponsor’s  social  security  account  number,  and  signature  of  the  recpies- 
tor. 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Room  1066,  Washington,  D.C.  for  assistance  with 
records  located  in  that  building;  or  the  individual  may  visit  the  local 
activity  for  access  to  locally  maintained  records.  Proof  of  identifica¬ 
tion  win  consist  of  Military  Identification  Card  for  persons  having 
such  cards,  or  other  picture-bearing  identification. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy  and  the 
Department  of  Defense  in  performance  of  their  official  duties  and  as 
specified  by  current  Instructions  and  Tegulations  promulgated  by 
competent  authority;  educational  institutions;  federal,  state,  and  local 
court  documents;  general  correspondence  relative  to  individual;  offi¬ 
cials  and  employees  of  Navy  Relief,  the  American  Red  Cross,  Veter¬ 
ans  Administration  and  other  agencies  in  the  performance  of  their 
official  duties. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00022PERSRECSYS 

System  name: 

Navy  Personnel  Records  System 

System  location: 

Primary  System-Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370;  Naval  Reserve  Personnel  Center?  Naval 
Support  Activity  (East  Bank),  Bldg.  603,  New  Orleans,  LA  70159; 
and  local  activity  to  which  individual  is  assigned  (see  Directory  of 
the’  Department  of  the  Navy  Mailing  Addresses). 

Secondary  System-Department  of  the  Navy  Activities  in  the  Chain 
of  Command  between  the  local  activity  and  the  Headquarters  level 
(see  Directory  of  the  Department  of  the  Navy  Mailing  Addres.ses); 
Federal  Records  Storage  Centers;  National  Archives. 

Categories  of  ip4ividuals  covered  by  the  system: 

All  Navy  military  personnel:  officers,  enlisted,  active,  inactive, 
reserve,  fleet  reserve,  retired,  midshipmen,  officer  candidates,  and 
Naval  Reserve  Officer  Training  Corps  personnel. 

Categories  of  records  in  the  system: 

Personnel  Service  Jackets  and  Service  Records,  correspondence 
and  records  in  both  automated  and  non-automated  form  concerning 
classification,  assignment,  distribution,  promotion,  advancement,  per¬ 
formance,  recruiting,  retention,  reenlistment,  separation,  training, 
education,  morale,  personal  affairs,  benefits,  entitlements,  discipline 
and  administration  of  Navy  military  personnel. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  management,  super- 
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vision,  and  administration  of  Navy  military  personnel  and  the  oper¬ 
ation  of  personnel  affairs  and  functions;  the  design,  development, 
maintenance  and  operation  of  the  manual  and  automated  system  of 
records. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  Navy's  military  manpower 
management  program. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  E>epartment  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies.  State,  local,  and  foreign  (within  Status  of  Forces  agreements) 
law  enforcement  agencies  or  their  authorized  representatives  in  con¬ 
nection  with  litigation,  law  enforcement,  or  other  matters  under  the 
jurisdiction  of  such  agencies. 

Officials  and  employees  of  other  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  military  personnel 
and  the  operation  of  personnel  affairs  and  functions. 

Officials  and  employees  of  other  Departments  and  Agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision  and 
administration  of  military  personnel  and  the  operation  of  personnel 
affairs  and  functions. 

Officials  and  employees  of  the  National  Research  Council  in  Coop¬ 
erative  Studies  of  the  National  History  of  Disease;  of  Prognosis  and 
of  Epidemology.  Each  study  in  which  the  records  of  members  and 
former  members  of  the  Naval  Service  are  used  must  be  approved  by 
the  Chief  of  Naval  Personnel. 

Officials  and  employees  of  the  Department  of  Health,  Education 
and  Welfare,  Veterans'  Administration,  and  Selective  Service  Admin¬ 
istration  in  the  performance  of  their  official  duties  related  to  eligibil¬ 
ity,  notification  and  assistance  in  obtaining  benefits  by  members  and 
former  members  of  the  Navy.  The  Senate  of  the  House  of  Repre¬ 
sentatives  of  the  United  States  or  any  Committee  or  subcommittee 
thereof,  any  joint  committee  of  Congress  or  any  subcommittee  of 
joint  committees  on  matters  within  their  jurisdiction  requiring  disclo¬ 
sure  of  the  files  or  records  of  Navy  military  personnel.  Officials  and 
employees  of  Navy  Relief  and  the  American  Red  Cross  in  the  per¬ 
formance  of  their  duties  related  to  assistance  of  the  members  and 
their  dependents  and  relatives. 

Duly  appointed  Family  Ombudsmen  in  the  performance  of  their 
duties  related  to  the  assistance  of  the  members  and  their  families. 

State  and  local  agencies  in  performance  of  their  official  duties 
related  to  verification  of  status  for  determination  of  eligibility  for 
Veterans'  Bonuses  and  other  benefits  and  entitlements. 

Such  Civilian  Contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums 
and  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or’ 
microfilm. 

Retrievability: 

Automated  records  may  be  retrieved  by  social  security  account 
number  and/or  name. 

Manual  records  may  be  retrieved  by  name,  social  security  account 
number,  enlisted  service  number,  or  officer  file  number. 

Safeguards: 

Computer  and  punched  card  processing  facilities  and  terminals  are 
located  in  restricted  areas  accessible  only  to  authorized  persons  that 
are  properly  screened,  cleared  and  trained.  • 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  P5212.5  ,  subj:  Disposal  of  Navy  and  Marine  Corps  Records. 

System  managerts)  and  address: 

Chief  of  Naval  Personnel,  Washington,  D.C.  20370;  Commanding 
Officers,  Officers  in  Charge,  and  Heads  of  Department  of  the  Navy 
activities  as  listed  in  the  Directory  of  the  Department  of  the  Navy 
Mailing  Addresses. 

Notification  procedure: 


Requests  by  correspondence  should  be  addressed  to:  Commander, 
Naval  Military  Personnel  Command  (ATTN:  pRIVACY  aCT  CO¬ 
ORDINATOR),  nAVY  dEPARTMENT,  WASHINGTON,  d.c. 
20370.  or,  irt  accordance  with  the  Directory  of  the  Department  of 
the  Navy  Mailing  Addresses  (i.e.,  local  activities).  The  letter  should 
contain  full  name,  social  security  account  numt^r  (and/or  enlisted 
service  number/officer  file  number),  rank/rate,  designator,  military 
status,  address,  and  signature  of  the  requestor. 

The  individual  may  visit  the  Commander,  Naval  Military  Person¬ 
nel  Command,  Arlington  Annex  (FOB  2),  Washington,  D.C.,  for 
assistance  with  records  located  in  that  building;  or  the  individual  may 
visit  the  local  activity  to  which  attached  for  access  to  locally  main¬ 
tained  records.  Proof  of  identification  will  consist  of  Military  Identifi¬ 
cation  Card  for  persons  having  such  cards,  or  other  picture-bearing 
identification. 

Record  access  procedures: 

The  Agency's  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories:  , 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  and  components  thereof,  in  performance  of  their 
official  duties  and  as  specified  by  current  Instructions  and  Regula¬ 
tions  promulgated  by  competent  authority;  educational  institutions; 
federal,  state,  and  local  court  documents;  civilian  and  military  investi¬ 
gatory  reports;  general  correspondence  concerning  the  individual; 
official  records  of  professional  qualifications;  Navy  Relief  and  Ameri¬ 
can  Red  Cross  requests  for  verification  of  status. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  S  U.S.C.  SS2a  (k)  (1)  and 
(S),  as  applicable.  For  additional  information  contact  the  System 
Manager. 

N00022PERSREHSUPPSYS 

System  name: 

Nav4  Personnel  Rehabilitation  Support  System 

System  location: 

Primary  System-Bureau  of  Naval  Personnel,  Navy  Department, 
Washington,  D.C.  20370; 

Decentralized  segments-Navy  Drug  Rehabilitation  Centers,  Navy 
Alcohol  Rehabilitation  Centers,  Navy  Counseling  and  Assistantfe 
Centers,  Navy  Alcohol  Rehabilitation  Drydocks,  Naval  Health  Re¬ 
search  Center,  Navy  Corrections  Cedters;  and  local  activities  to 
which  an  individual  is  assigned  (see  Directory  of  Department  of  the 
Navy  Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system: 

Navy  personnel  (officers  and  enlisted)  who  have  been  identified  as 
drug  or  alcohol  abusers,  or  who  have  undergone  counseling  and 
rehabilitation  for  drug  or  alcohol  abuse  in  Navy  Drug  or  Alcohol 
Rehabilitation  facilities;  recovered  alcoholic  and  nonalcoholic  profes¬ 
sional  personnel  who  work  part-time  helping  alcoholics;  active  duty 
navy  recovered  alcoholics  who  voluntarily  help  their  commands 
develop  alcoholism  prevention  programs;  navy  ■  personnel  convicted 
by  court  martial  and  sentenced  to  confinement;  or  who  were  in  pre¬ 
trial  confinement. 

Categories  of  records  in  the  system-. 

Correspondence  and  records  in  both  automated  and  non-automated 
form  concerning  Interview  appraisals,  personnel,  service,  biographi¬ 
cal,  educational,  evaluation  and  testing,  performance,  and  drug  and 
alcohol  rehabilitation  program  data.  Correspondence  and  records  in 
both  automated  and  non-automated  form  concerning  those  in  con¬ 
finement  containing  offense,  legal,  service,  health,  personal,  evalua¬ 
tion  and  classification,  discipline  and  conduct,  work  and  training 
data,  interview  appraisals,  inventories  of  confinement  personnel  man¬ 
agement  data. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  measuring  the  extent  of 
drug  and  alcohol  abuse  in  the  Navy;  to  develop  and  support  drug 
and  alcohol  abuse  programs  and  policy;  to  assess  cost  effectiveness  of 
drug  and  alcohol  abuse  control  programs;  to  the  management,  super- 
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vision  and  administration  of  confinement  and  related  rehabilitation 
programs,  and  related  law  enforcement  matters. 

Officials  and  employees  of  the  other  components  of  the  Depart¬ 
ment  of  Defense  in  performance  of  their  official  duties  related  to  the 
management,  supervision  and  administration  of  drug  and  alcohol 
abuse  control  programs  and  related  rehabilitation  programs;  and  to 
the  management,  supervision  and  administration  of  confinement  and 
related  rehabilitation  programs. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management,  supervision, 
and  administration  of  drug  and  alcohol  abuse  control  programs  and 
related  rehabilitation  programs;  and  the  management,  supervision  and 
administration  of  confinement  and  related  rehabilitation  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

State  and  local  law  enforcement  agencies  or  their  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  Jurisdiction  of  such  agencies. 

Officials  and  employees  of  other  Departments  and  Agencibs  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  management,  supervision,  and 
administration  of  drug  and  alcohol  abuse  control  programs  and  relat¬ 
ed  rehabilitation  programs;  and  the  management,  supervision,  and 
administration  of  confinement  and  related  rehabilitation  programs. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  any  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  navy 
military  personnel. 

Such  Civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved,  official  contract  with  the 
U.S.  Government. 

Officials  and  employees  of  accredited  research  organizations  in 
cooperative  studies.  Each  study  in  which  records  of  members  and 
former  members  of  the  Naval  service  are  used  must  be  approved  by 
the  Chief  of  Naval  Personnel.  When  required  by  Federal  statute,  by 
Executive  order,  or  by  treaty,  personnel  record  information  will  be 
disclosed  to  the  individual,  organization,  or  governmental  agency  as 
necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums 
or  on  punched  cards. 

Manual  records  may  be  stored  in  paper  file  folders,  microfiche  or 
microfilm. 

Retrievability: 

Automated  records  may  be  retrieved  by  social  security  account 
number. 

Manual  records  may  be  retrieved  by  name,  social  security  account 
number,  (and/or  enlisted  service  numl^r/officer  file  number). 

Safeguards: 

Computer  and  punched  card  processing  facilities  are  located  in 
restricted  areas  accessible  only  to  authorized  persons  that  are  proper¬ 
ly  screened,  cleared  and  trained. 

Manual  records  and  computer  printouts  are  available  only  to  au¬ 
thorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  and  disposed  of  in  accordance  with  SECNA- 
VINST  P52I2.5B,  subj:  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords;  and  in  accordance  with  Department  Instructions. 

System  manageris)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Written  requests  should  be  made  to  the  Chief  of  Naval  Personnel 
(Attn:  Privacy  Act  Coordinator)  Navy  Department,  Washington, 
D.C.  20370;  or  to  the  local  activity  to  which  the  individual  is  as¬ 
signed  (see  Directory  of  the  Department  of  the  Navy  Mailing  Ad¬ 
dresses).  Requests  must  contain  full  name,  social  security  account 
number,  military  status,  address  and  signature  of  requestor.  (Those 
inquiring  about  records  at  Confinement  Centers  must  have  their 
signature  notarized,  if  not  confined  at  time  of  request.) 

The  individual  may  visit  the  Chief  of  Naval  Personnel,  Arlington 
Annex  (FOB  2),  Rm.  1066,  for  assistance  with  records  located  in  the 


Bureau  of  Naval  Personnel;  individual  may  also  visit  local  activity 
concerned  (see  Directory  of  Department  of  the  Navy  Mailing  Ad¬ 
dresses).  Proof  of  identification  will  consist  of  Military  Identification 
Card  for  persons  having  such  cards,  or  other  picture-bearing  identifi¬ 
cation. 

Record  access  procedures: 

The  Agency's  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart- 
.ment  of  Defense,  and  components  thereof,  in  performance  of  their 
official  duties  and  as  specified  by  current  Instructions  and  Regula¬ 
tions  promulgated  by  competent  authority;  notes  and  documents 
from  Service  Jackets  and  Records;  federal,  state  and  local  court 
documents;  general  correspondence  concerning  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00022PERSTRANSSYS 

System  name: 

Personnel  Transportation  System 

System  location: 

Military  Traffic  Office  &  East  Coast  Passenger  Control  Point, 
Bureau  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370. 

District  Passenger  Transportation  Office  &  West  Coast  Passenger 
Control  Point,  Headquarters,  TWELFTH  Naval  District,  Treasure 
Island,  San  Francisco,  California  92132. 

District  Passenger  Transportation  Office  &  Alaskan  Passenger 
Control  Point,  Naval  Support  Activity,  Seattle,  Washington  981  IS. 

District  Passenger  Transportation  Offices,  all  other  Naval  District 
Headquarters. 

Overseas  Area  Travel  Coordinators  at  U.  S.  Naval  Activities, 
United  Kingdom;  U.  S.  Naval  Activities,  Spain;  Headquarters,  U.  S. 
Fleet  Air  Mediterranean;  U.  S.  Naval  Suppiort  Activity,  Naples, 
Italy;  Headquarters,  Middle  East  Force;  U.  S.  Naval  Station,  Kefla- 
vik,  Iceland;  U.  S.  Naval  Air  Facility,  Lajes,  Azores;  Naval  Station, 
Argentina,  Newfoundland;  Naval  Base,  Guantanamo  Bay,  Cuba; 
Headquarters,  TENTH  Naval  District;  Headquarters,  FIFTEENTH 
Naval  District;  Headquarters,  U.  S.  Naval  Forces,  Mariannas;  Head¬ 
quarters,  U.  S.  Naval  Forces,  Philippines;  Headquarters,  U.  S.  Naval 
Forces,  Japan;  and  Naval  Communication  Station  Harold  E.  Holt, 
Exmouth,  Western  Australia  (See  Directory  of  the  Department  of 
the  Navy  Mailing  Addresses). 

And  local  activities  (See  Directory  of  the  Department  of  the  Navy 
Mailing  Addresses). 

Categories  of  individuals  covered  by  the  system: 

Navy  military  personnel,  midshipmen,  retired  Navy  members,  ci¬ 
vilian  employees  of  the  Navy,  dependents  of  the  foregoing,  and  other 
civilians  authorized  through  Navy  commands  to  travel  at  Govern¬ 
ment  expense. 

Categories  of  records  in  the  system: 

Applications  for  travel  and,  where  applicable,  for  passports  and 
visas;  requests  for  extension  of  12-month  limit  on  travel  by  retired 
member  to  home  of  record;  supporting  documents;  correspondence, 
and  approvals/disapprovals  relating  to  the  above  records;  travel  ar¬ 
rangements  in  response  to  above  applications. 

Authority  for  maintenance  of  the  system: 

37  use  404  Travel  &  Transportation  Allowances-General 

S  use  S701  et  seq  Travel,  Transportation  &  Subsistence 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense  and  components  thereof  in  the  performance  of  their 
official  duties  related  to  the  determining  of  eligibility  for  transporta¬ 
tion,  the  authorizing  or  denying  of  transportation,  and  otherwise 
managing  the  personnel  transportation  system. 

Officials  and  employees  of  other  departments  and  agencies  of  the 
Executive  Branch  of  government,  upon  request,  in  the  performance 
of  their  official  duties  related  to  the  provision  of  transportation; 
diplomatic,  official,  and  other  no-cost  passports;  and  visas  to  subject 
individuals. 

Foreign  embassies,  legations,  and  consular  offices-to  determine 
eligibility  for  visas  to  respective  countries,  if  visa  is  required. 
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The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  control  of  travel  costs. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  thereof  on  matters  within  their 
Jurisdiction  r^uiring  disclosure  of  files  or  records  of  individuals 
covered  by  this  system  of  records. 

Commercial  Carriers-providing  transportation  to  individuals  whose 
applications  are  process^  through  this  system  of  records. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.  S.  Government.  When  required  by  Federal  statute,  by  Executive 
order,  or  by  treaty,  personnel  record  information  will  be  disclosed  to 
the  individual,  organization,  or  governmental  agency  as  necessary. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  systenu 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc,  drums, 
and  on  punched  cards.  Manual  records  in  file  folders  or  file-card 
boxes,  microfiche  or  microfilm. 

Retrievability: 

Automated  records  may  be  retrieved  by  social  security  account 
number  and/or  name.  Manual  records  are  filed  alphabetically  by 
name  of  applicant;  applications  for  dependents  fiM  by  name  of 
sponsor. 

Safeguards: 

Records  are  available  only  to  authorized  personnel  having  a  need 
to  know. 

Retention  and  disposal: 

Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  P5212.5B,  subj;  Disposal  of  Navy  and  Marine  Corps  Rec¬ 
ords,  or  in  accordance  with  Departmental  regulations. 

System  managerts)  and  address: 

Chief  of  Naval  Personnel,  Navy  Department,  Washington,  D.C. 
20370 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to  the  local  activ¬ 
ity  where  the  request  for  transportation  was  initiated  (see  Directory 
of  the  Department  of  the  Navy  Mailing  Addresses),  and/or  to  inter¬ 
mediate  activities  (if  applicable)  (see  Directory  of  the  Department  of 
the  Navy  Mailing  Address^  or  to  the  Chief  of  Naval  Personnel 
(Attn:  Privacy  Act  Coordinator),  Navy  Department,  Washington, 
D  C.  20370.  The  letter  should  contain  full  name,  social  security 
account  number,  address  and  signature  of  the  requester.  The  individ¬ 
ual  may  visit  the  activities  and  commands  listed  under  LOCATION 
for  assistance  with  the  records  maintained  at  the  respective  locations. 
Proof  of  identification  will  consist  of  Military  Identification  Card  for 
persons  having  such  cards.  Others  must  present  other  positive  per¬ 
sonal  identification,  preferably  picture-bearing. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial' 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy,  Depart¬ 
ment  of  Defense,  State  Department  and  other  agencies  of  the  Execu¬ 
tive  Branch  and  components  thereof,  in  the  performance  of  their 
official  duties  and  as  specified  by  current  Instructions  and  Regula¬ 
tions  promulgated  by  competent  authority;  foreign  embassies,  lega¬ 
tions,  and  consular  offices  reporting  approval/disapproval  of  visas; 
and  carriers  reporting  on  provision  of  transportation. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00025  FAMHSGASSIGNSY 

System  name: 

Family  Housing  Assignment  Application  System 

System  location: 

All  Navy  activities  with  family  housing  assets. 


Categories  of  individuals  covered  by  the  system: 

All  military  and  civilian  personnel  eligible  fbr  or  interested  in 
occupying  Navy  family  housing. 

Categories  of  records  in  the  system: 

All  applicants  for  family  housing  provide  information  to  housing 
office  at  next  duty  assignment  pertaining  to  personal  data,  e.g.,  name, 
address,  rank/rate,  social  security  number/service  number,  length  of 
service,  time  remaining  on  active  duty,  data  of  rank,  etc.;  dependency 
data,  e.g.,  total  number  in  family,  spouse,  age  and  sex  of  dependents, 
etc.;  and  other  pertinent  housing  information,  e.g.,  last  assignment, 
months  involuntarily  separated,  special  health  problems,  etc. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

All  Navy  family  housing  offices  use  data  to  determine  individual’s 
eligibility  for  family  housing  and  notification  for  subsequent  assign¬ 
ment  to  family  housing  or  granting  a  waiver  to  allow  occupancy  of 
private  housing.  Data  is  us^  to  determine  and  list  individual’s  name 
on  appropriate  housing  waiting  list. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folders 

Retrievability: 

By  individual’s  name. 

Safeguards: 

Housing  files  within  the  housing  office,  used  solely  within  the 
housing  organization  and  protected  by  military  installation’s  security 
measures.  Individual  may,  upon  request,  have  access  to  housing  ap¬ 
plication  form. 

Retention  and  disposal: 

Data  is  retained  until  termination  of  housing  occupancy  and  subse¬ 
quently  disposed  of  according  to  local  records  disposition  instruc¬ 
tions. 

System  managerts)  and  address: 

Bureau  of  Naval  Personnel,  PERS-71,  1000  North  Glebe  Road,- 
Arlington,  Virginia  20370 
•  Notification  procedure: 

Records  are  maintained  by  housing  office  at  the  Navy  activity 
responsible  for  management  of  assets  from  data  specifically  provided 
by  individual  on  DD  Form  1646,  Application  for  and  Assignment  to 
Military  Family  Housing.  Individual  may  request  access  to  such  data 
upon  proof  of  identity  (ID  card). 

Record  access  procedures: 

The  agency’s  rules  for  access  t  records  may  be  obtained  from 
installation  family  housing  office. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
installation  family  housing  office. 

Record  source  categories: 

Data  collected  from  each  applicable  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00025  FAMHSGROMTSUSY 

System  name: 

Family  Housing  Requirements  Survey  Record  Systems 

System  location: 

Military  installations  with  family  housing  offices 

Categories  of  individuals  covered  by  the  system: 

Officer  and  enlisted  personnel  and  only  key  and  ^sential  civilian 
personnel. 

Categories  of  records  in  the  system: 

Non-individual  oriented  input  documents  that  reflect  local  housing 
assets;  family  housing  survey  questionnaires  indicating  family  size, 
individual  preference  for  housing,  housing  cost,  and  indication  as  to 
suitability  of  housing  for  need  of  individual. 

Authority  for  maintenance  of  the  system: 

5  use  301  Department  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 
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Information  is  used  to  determine  the  housing  requirement  for  the 
location  to  support  proposed  family  housing  construction,  leasing, 
mobile  home  spaces  and  other  military  construction  programs  submit¬ 
ted  for  OSD  support  and  Congressional  approval. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  flle  folders 

Retrievability: 

Social  Security  Number. 

Safeguards: 

Housing  files  used  solely  within  housing  office;  tape  files  used 
solely  within  data  processing  system;  and  protected  by  the  military 
installation’s  security  measures. 

Retention  and  disposal: 

Held  three  years  and  destroyed. 

System  manager(s)  and  address: 

Overall  policy  official:  Naval  Facilities  Engineering  Command,  200 
Stovall  Street,  Alexandria,  Virginia  22332.  Subordinate  record  hold¬ 
ers  of  questionnaires:  family  housing  office  at  military  installation. 

Notification  procedure: 

Contact  housing  office  of  installation  at  which  individual  was  as¬ 
signed  when  the  individual  completed  the  family  housing  question¬ 
naire. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
installaton  family  housing  office. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
installation  family  housing  office. 

Record  source  categories: 

Data  collected  from  each  applicable  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

NC(D025  HSGREFSVCSYS 

System  name: 

Housing  Referral  Services  Records  System 

System  location: 

All  Navy  installations  with  housing  referral  offices 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  reporting  to  an  installation  who  will  be 
residing  off-base  desirous  of  seeking  off-base  housing. 

Categories  of  records  in  the  system: 

Information  is  collected  on  DD  Form  1668  from  all  military  per¬ 
sonnel  reporting  to  a  housing  referral  office  as  pertains  to  name, 
rade,  branch  of  service,  organization  and  location,  local  address; 
ousing  need,  e.g.,  rental/sale,  number  of  bedrooms,  furnished/unfur¬ 
nished,  price  range,  etc.;  number  of  dependents,  male  or  female,  and 
age;  a  list  of  housing  referral  services  provided;  and  identification  of 
member  of  racial  or  ethnic  minority  groups.  Individuals  provided 
referral  assistance  must  in  turn  provide  notification  of  housing  selec¬ 
tion  by  use  of  DD  Form  1670  which  includes  such  information  as 
type  of  housing  selected,  e.g.,  location,  temporary /permanent,  rental/ 
sale,  cost,  number  of  bedrooms;  media  through  which  housing  was 
found,  e.g.,  housing  referral,  realtor,  newspaper,  etc.;  and  satisfaction 
with  selection,  e.g.,  too  small,  too  far;  discrimination  encountered; 
and  satisfaction  with  housing  referral  services  provided. 

Authority  for  maintenance  of  the  system: 

S  use  301  Department  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Referral  offices  use  data  to  assist  and  counsel  individuals  in  locat¬ 
ing  suitable  housing  off-base,  used  for  follow-up  purposes  when  writ¬ 
ten  notification  from  individual  is  not  provid^  as  to  ultimate  loca¬ 
tion  of  housing;  used  for  purposes  of  reporting  statistics  on  field 
activity  housing  referral  services;  used  to  follow-up  on  availability  of 
rental  unit  subsequent  to  occupant’s  receipt  of  PCS  orders;  and 
follow-up  regarding  tenant/landlord  complaints. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folders 


Retrievability: 

By  individual’s  name 

Safeguards: 

Housing  files  within  the  housing  referral  or  housing  office,  used 
solely,  within  the  housing  organization  and  protected  by  military 
installation’s  security  measures.  Individual  may  upon  request,  have 
access  to  all  such  data. 

Retention  and  disposal: 

Data  is  retained  until  individual’s  tour  is  completed  and  subse¬ 
quently  disposed  of  according  to  local  records  disposition  instruc¬ 
tions. 

System  managerts)  and  address: 

Naval  Facilities  Engineering  Command  (Code  08),  200  Stovall 
Street,  Alexandria,  Virginia  22332 

Notification  procedure: 

Records  are  maintained  by  housing  referral  offices  at  the  Navy 
activity  responsible  for  providing  referral  services  for  military  per¬ 
sonnel  in  the  area.  Individual  may  request  access  to  records  upon 
proof  of  identify  (ID  card). 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
installation  family  housing  office. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
installation  family  housing  office. 

Record  source  categories: 

Data  collected  from  each  applicable  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N0002S  MILFAMHOUSSUBT 

System  name: 

Family  Housing  Mock  Utility  Billing  System 

System  location: 

Ten  test  sites:  Pacific  Missile  Test  Center,  Point  Mugu,  California; 
Construction  Battalions  Center,  Port  Huememe,  California;  Public 
Works  Center,  Great  Lakes,  Illinois;  Marine  Corps  Development  and 
Education  Command,  Quantico,  Virginia;  Fort  Eustis,  Virginia;  Fort 
Gordon,  Georgia;  Marine  Corps  Air  Station,  Beaufort,  South  Caroli¬ 
na;  Little  Rock  Air  Force  Base,  Arkansas;  Cannon  Air  Force  Base, 
New  Mexico;  Yuma  Proving  Grounds,  Arizona;  Central  Processing 
Site:  Harry  Diamond  Laboratories,  White  Oak,  Maryland. 

Categories  of  Individuals  covered  by  the  system: 

Military  and  Civilian  personnel  occupying  housing  units  selected  at 
the  ten  test  sites. 

Categories  of  records  in  the  system: 

This  system  is  to  produce  mock  utility  bills  and  management  re¬ 
ports  on  the  usage  of  gas,  fuel  oil,  electricity,  steam,  propane,  and  hot 
water  heat  for  a  representative  cross  section  of  approximately  10,000 
military  family  housing  units.  Information  as  to  name,  address,  rank/ 
rate,  number  of  dependents,  house  phone  number,  account  number  ' 
and  utility  consumption  will  be  maintained  for  a  IS  month  period. 

Authority  for  maintenance  of  the  system: 

Public  Law  95-82  (Military  Construction  Authorization  Act,  1978); 

5  U.  S.  C.  301  Department  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  to  determine  the  feasibility  of  metering  utility 
consumption  in  military  family  housing.  Officials  and  employees  of 
the  Department  of  the  Navy,  Department  of  Defense  and  compo¬ 
nents  thereof  in  the  performance  of  their  official  duties  related  to  the 
measuring  of  energy  consumption  in  military  family  housing  units. 
The  Senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committee  or  subcommittee  thereof  on  matters  within  their  juris¬ 
diction  requiring  disclosure  of  files  or  records  of  individuals  covered 
by  this  system  of  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Magnetic  tape,  disk,  punched  card,  and  file  folders. 

Storage: 

Account  number 

Retrievability: 

Housing  files  are  used  solely  within  housing  office;  magnetic  tape, 
punched  card,  and  disk  files  used  solely  within  the  security  measures. 
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Safeguards: 

Held  5  years  and  destroyed  by  authority  SECNAVINST 
P52I2.5B.  para.  11300. 

Retention  and  disposal: 

Naval  Facilities  Engineering  Command  200  Stovall  Street  Alexan¬ 
dria,  Va  22332  ' 

System  managerts)  and  address: 

Records  are  maintained  by  the  housing  office  at  the  service  activi¬ 
ties  participating  in  the  test.  Individual  may  request  access  to  such 
data  upon  presenting  proof  of  identity  (ID)  card. 

Notification  procedure: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
installation  family  housing  office. 

Record  access  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

Data  collected  from  each  individual  and  utility  consumption  data 
obtained  from  monthly  meter  readings. 

Record  source  categories: 

None 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00025  STAHSGREC 

System  name: 

Station  Housing  Records 

System  location: 

All  Navy  installations  with  housing  inventories  and/or  housing 
management  responsibilities. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  desiring  housing  or  temporary  lodging,  and 
eligible  DOD  civilian  employees. 

Categories  of  records  in  the  system: 

All  records  and  data  collected  and  maintained  regarding  individual 
housing  or  lodging  needs;  occupancy;  furnishings  inventory;  housing 
condition  reports;  assignment  and  termination  of  housing;  damage 
assessment;  occupant  and  landlord  relations  and  complaints;  mainte¬ 
nance  and  repairs;  waiting  lists;  inspections;  quarters  cost  data;  Con¬ 
gressional  and  Inspector  General  inquiries  and  responses;  Service¬ 
men’s  Mortgage  Insurance  Premiums  payments;  individual  cost  data 
for  establishing  and  maintaining  housing  allowances;  eligibility  for 
homeowners’  assistance;  and  entitlement  for  basic  allowances  for 
quarters  (BAQ). 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  secured,  maintained,  and  essential  for  over-all  oper¬ 
ation  and  maintenance  of  the  Navy  housing  program  and  servicing  of 
personnel  eligible  for  Navy  family  housing,  temporary  lodging,  or 
services. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  card  files;  microform;  or,  if  automated,  on  punched 
cards,  magnetic  tape,  etc. 

Retrievahility: 

By  individual’s  name  or  building  and  unit  number. 

Safeguards: 

Housing  files  within  the  housing  office,  used  solely  with  the  hous¬ 
ing  organization  and  offices  providing  support  to  housing  office,  and 
protected  by  military  installation’s  security  measures.  Individual  may, 
upon  request,  have  access  to  such  data. 

Retention  and  disposal: 

Retained  in  office  files  until  termination  of  occupancy,  obsolete,  no 
longer  needed  for  reference,  or  disposal  of  associated  housing  unit(s). 

System  manager(s)  and  address: 

Appropriate  Navy  installation  responsible  for  Navy  housing  inven¬ 
tory  or  housing  support. 

Notification  procedure: 


Records  are  maintained  by  housing  office  at  Navy  installation 
responsible  for  management  of  assets  or  providing  housing  suppeirt. 
Individual  may  request  access  to  such  data  upon  proof  of  identity 
(ID  card). 

Record  access  procedures: 

Installation  rules  for  access  to  records  may  be  obtained  from  instal¬ 
lation  housing  office. 

Contesting  record  procedures: 

The  installation  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
installation  system  manager. 

Record  source  categories: 

Data  reported  by  or  collected  from  occupants  of  housing  or  per¬ 
sonnel  provided  housing  support. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00028  PROP  ACCT  REC 

System  name: 

Property  Accountability  Records 

System  location: 

At  all  activities 

Categories  of  individuals  covered  by  the  system: 

Any  Department  of  the  Navy  employee  (military  or  civilian)  re¬ 
ceiving  government  property  for  which  he  must  sign  a  receipt. 

Categories  of  records  in  the  system: 

The  'receipts  maintained  are  any  of  the  following:  loglxxiks,  prop¬ 
erty  passes,  custody  chits,  charge  tickets,  sign  out  cards,  tool  tickets, 
sign  out  forms,  photographs,  charge  cards,  or  any  other  statement  of 
individual  accountability  for  receipt  of  government  property. 

Authority  for  maintenance  of  the  system; 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego- , 
ries  of  users  and  the  purposes  of  such  uses: 

The  receipts  will  be  used  normally  and  properly  to  identify  indi¬ 
viduals  to  whom  government  property  has  been  issued.  Internal  use 
of  the  receipts  will  generally  be  by  the  local  official  accountable  for 
control  of  government  property.  Receipts  so  maintained  may  be 
referred  to  law  enforcement  authorities  as  appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  receipts  may  be  maintained  in  any  of  the  following  formats: 
logbooks,  property  passes,  custody  chits,  charge  tickets,  sign  out 
cards,  tool  tickets,  sign  out  forms,  photographs,  charge  out  cards  or 
any  other  statement  of  individual  accountability  for  receipt  of  gov¬ 
ernment  property. 

Retrievahility: 

Retrievahility  may  be  by  any  of  the  following:  name,  badge 
number,  tool  number,  property  serial  number,  or  any  other  locally 
determined  method  of  property  receipt  accountability. 

Safeguards: 

The  receipts  are  unclassified. 

Retention  and  disposal: 

Retention  of  receipts  for  property  is  at  the  discretion  of  the  local 
activity  responsible  for  the  property  being  issued. 

System  manageris)  and  address: 

Overall  policy  official:  no  designated  official  The  system  manager 
is  the  commanding  officer  or  officer  in  charge  of  the  activity  where 
the  property  accountability  records  are  maintained. 

Notification  procedure: 

Individuals  seeking  to  determine  whether  system  records  contain 
information  pertaining  to  them  may  do  so  by  making  application  to 
the  commanding  officer  or  officer  in  charge  of  the  activity  where  the 
receipts  are  located.  Individuals  making  application  must  have  a 
Department  of  the  Navy  approved  identification  card. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 
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Information  is  collected  directly  from  the  subject  individual. 
Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00030  DASO  CREW  EVAL 

System  name: 

Fleet  Ballistic  Missile  Submarine  Denio  and  Shakedown  Operation 
Crew  Evaluation 
System  location: 

Director,  Strategic  Systems  Projects  (PM-1)  Department  of  the 
Navy  Washington,  D.C.  20376 
Categories  of  individuals  covered  by  the  system: 

Officer  and  enlisted  personnel  in  responsible  positions  within  the 
Weapons  and  Navigation  Department  of  both  crews  of  a  fleet  ballis* 
tic  missile  submarine  undergoing  Demonstration  and  Shakedown  Op¬ 
erations 

Categories  of  records  in  the  system: 

Memorandum  report  to  file 
Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Preparation  of  Certification  for  Deployment  messages  by  Director, 
Strategic  Systems  Projects  and  Commander  Submarine  Group  Six 
and  development  of  follow-on  training  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  holders 
Retrievability: 

Ship  and  crew  designators 
Safeguards: 

Access  restricted  to  Assistant  for  Weapons  System  Operation  and 
Evaluation  staff.  Strategic  Systems  Project  Office  and  Commander 
Submarine  Group  Six  staff.  Vault  storage. 

Retention  and  disposal: 

Maintained  for  at  least  two  years  then  destroyed  by  shredding 
System  managers)  and  address: 

Director,  Strategic  Systems  Projects  Department  of  the  Navy 
Washington,  D.C.  20376 
Notification  procedure: 

All  inquires  should  be  directed  to  the  Privacy  Act  Coordinator: 
Deputy  Director,  Strategic  Systems  Projects 
Department  of  the  Navy 
Washington,  D.C.  20376 

and  should  indicate  full  name,  military  status,  time  period  and  ship 
undergoing  Demonstration  and  Shakedown  Operations,  and  billet 
held. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Observation  of  Demonstration  and  Shakedown  Operation  team  and 
questionnaire  filled  out  by  ship’s  personnel 
Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00033  MSCOl 

System  name: 

MSC/NCSORG  Reserve  Personnel  Record 
System  location: 

Commander,  Military  Sealift  Command,  Department  of  the  Navy, 
W’ashington,  D.C.  20390 
Categories  of  individuals  covered  by  the  system: 

Naval  Reserve  personnel  in  the  MSC/NCSORG  Reserve  Program 
Categories  of  records  in  the  system: 

Name,  rank,  social  security  number,  designator,  date  of  birth,  home 
address  and  phone,  active  duty  training,  correspondence  courses, 
education,  active  military  service,  civilian  employment  experience. 


Authority  for  maintenance  of  the  system: 

S  U.S.C.  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  in  the  system  provides  pertinent  biographical  in¬ 
formation  and  data  to  be  used  by  the  program  sponsor  for  the 
management,  supervision  and. administration  of  the  MSC/NCSORG 
program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  cards  or  similar  record. 

Retrievability: 

By  name 
Safeguards: 

Records  are  kept  within  COMSC  Naval  Reserve  Division  Office. 
No  one  authorized  access  outside  of  *Naval  Reserve  Division  person¬ 
nel.  Building  employs  security  guards. 

Retention  and  disposal: 

Records  are  retained  indefinitely. 

System  manager(s)  and  address: 

Commander,  Military  Sealift  Command.  Department  of  the  Navy. 
Washington,  D.C.  20390 
Notification  procedure: 

Information  may  be  obtained  from  System  Manager.  Written  re¬ 
quests  for  information  should  contain  full  name  of  the  individual, 
military  grade  or  rate,  and  date  of  birth.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  means  of  identi¬ 
fication. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
systems  manager. 

Record  source  categories: 

Information  is  submitted  by  the  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00034  AFHPSP 

System  name: 

Armed  Forces  Health  Professional  Scholarship  System 
System  location: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system: 

AFHSP  students  until  graduation 
Categories  of  records  in  the  system: 

Personnel  and  entitlement  data  necessary  for  pay  computation 
Authority  for  maintenance  of  the  system: 

Public  Law  92-426 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Preparation  of  checks,  leave  and  earnings  statements,  and  financial 
reports.  Data  may  be  released  to  various  government  agencies  such 
as  to  the  Department  of  the  Treasury,  Social  Security  Administra¬ 
tion,  and  Veterans  Administration  when  needed  to  provide  payment 
or  service  to  member.  To  the  American  Red  Cross,  Navy  Relief 
Society  and  U.S.O.  for  personal  assistance  to  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  file  folders 

Retrievability:  Social  security  account  number  and  member  name 
Safeguards: 

Guards,  personnel  screening,  and  requestor  codes 
Retention  and  disposal: 

Destroyed  ten  years  after  member’s  graduation 
System  managerts)  and  address: 
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Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Office  Building  Cleveland,  Ohio  44199 

Notification  procedure: 

Individuals  may  write  to  system  manager  at  above  address.  Infor¬ 
mation  request  must  contain  Navy  member's  full  name,  military 
status,  and  social  security  number.  Requestor  may  visit  above  address 
and  must  have  military  identification  card  or  valid  state  driver's 
license  and  social  security  card  as  positive  proof  of  identity. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Disbursing  Officer,  Reserve  members,  SUPERS,  and  BUMED 

Systems  exempted  from  certain 'provisions  of  the  act: 

None 

,  N00034  EMPSTATS  REG 

System  name: 

Statements  of  Employment  (Regular  Retired  Officers) 

System  location: 

Commanding  Officer,  Navy  Finance  Center  Anthony  J  Cele¬ 
brezze,  Federal  Building,  Cleveland,  Ohio  44199  and  Marine  Corps 
Finance  Center  Kansas  City,  Missouri  64197 

Categories  of  individuals  covered  by  the  system: 

All  Navy  and  Marine  Corps  Regular  retired  officers  who  have 
filed  a  Statement  of  Employment  (DD  Form  1337). 

Categories  of  records  in  the  system: 

The  information  is  typically  contained  in  the  individual’s  pay  ac¬ 
count  file  and  occasionally  accompanied  by  correspondence  from,  to, 
or  concerning  individuals  in  the  above-stated  category. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301,  3326;  18  U.S.C.  207,  281,  283;  37  U.S.C.  801;  44 
U.S.C.  3101;  U.S.  Const.,  Art.  I,  9,  CL.  8. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  is  used  to  determine  whether  the  retiree  has  or 
may  have  a  conflict  of  interest  or  is  engaging  in  proscribed  post¬ 
retirement  employment  activities.  In  some  cases,  the  information  is 
provided  to  the  Judge  Advocate  General  to  serve  as  bases  for  advi¬ 
sory  opinions  on  the  legality  and  possible  penal  and  civil  conse¬ 
quences  of  post-retirement  employment  activities  and  related  con- 
fiicts-of-interests  and  standards-of-conduct  questions.  In  addition,  the 
information  may  be  furnished  to  other  components  of  the  Depart¬ 
ment  of  Defense,  the  U.S.  General  Accounting  Office,  Department  of 
the  Treasury,  the  Civil  Service  Commission,  the  Department  of  Jus¬ 
tice,  and  other  law  enforcement  and  investigatory  agencies  in  in¬ 
stances  of  suspected  violations  of  pertinent  laws  or  regulations,  and 
the  Department  of  Labor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  file  folders. 

Retrievability: 

By  name  or  social  security  number  of  the  individual  concerned. 

Safeguards: 

Files  are  maintained  in  file  cabinets  under  the  control  of  authorized 
personnel  during  working  houiS;  the  office  space  in  which  the  file 
cabinets  are  located  is  locked  outside  of  official  working  hours. 

Retention  and  disposal: 

Records  are  maintained  at  the  above-stated  locations  for  up  to  two 
years  after  the  death  of  the  individual  concerned,  at  which  time  they 
are  transferred  to  the  Federal  Records  Center,  Mechanicsburg,  Penn¬ 
sylvania,  in  the  case  of  Navy  personnel,  and  to  the  Federal  Records 
Center,  Kansas  City,  Missouri  in  the  case  of  Marine  Corps  personnel. 

System  manageris)  and  address: 

For  Navy  Regular  retired  officers: 

Comptroller  of  the  Navy 
Navy  Department 
Wa.shington,  D.C.  20350 

For  Marine  Corps  Regular  retired  officers: 

Commanding  Officer 


Marine  Corps  Finance  Center 
1 500  East  Bannister  Road 
Kansas  City,  Missouri  64197 
Notification  procedure: 

Information  may  be  obtained  by  written  request  which  adequately 
identifies  the  system  of  records  and  the  individual  about  whom  the 
record  is  kept  (i.e.,  full  name  and  social  security  number);  the  written 
request  must  be  signed  by  the  requesting  individual. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager  for  Marine  Corps  and  the  Navy  Finance  Center  for 
Navy. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents' and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager  for  Marine  Corps  and  the  Navy  Finance  Center  for 
Navy. 

Record  source  categories: 

The  information,  is  obtained  from  the  individual  to  whom  the 
record  pertains. 

Systems  exempted  from  certain  provisions  of  the  act* 

None. 

N00034  FHA  PAYMENTS 

System  name: 

FEDERAL  HOUSING  ADMINISTRATION  MORTGAGE  IN¬ 
SURANCE  SYSTEM 
System  location: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system: 

Navy  members  who  have  home  mortgages  through  FHA. 

Categories  of  records  in  the  system: 

Payments  made  to  FHA  for  insurance  payments  credited  to  mem¬ 
bers. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  used  within  the  Navy  Finance  Center  to 
calculate  payments  for  FHA  and  to  reconcile  any  discrepancies  in 
accounts.  Data  may  be  provided  to  Finance  Centers  of  the  other 
services,  and  to  the  Department  of  the  Treasury  when  address  is 
needed  for  issuance  of  check. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 
Retrievability: 

Social  security  number  and  member’s  name 
Safeguards: 

Guards,  personnel  screening  and  requestor  codes 
Retention  and  disposal: 

Destroyed  one  year  after  death  or  discharge  of  member 
System  managerts)  and  address: 

Commanding  Officer,  Navy  Finance  Center,  Anthony  J.  Cele¬ 
brezze  Federal  Building,  Cleveland,  Ohio  44199 
Notification  procedure: 

Individuals  may  write  to  members  at  above  address.  Information 
request  must  contain  Navy  member’s  full  name  and  social  security 
number.  Requester  may  visit  above  address  and  must  have  military 
identification  card  or  valid  state  driver’s  license  and  social  security 
card  as  proof  of  identity. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

FHA,  member,  field  disbursing  officers 
Systems  exempted  from  certain  provisions  of  the  act: 
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None  « 

N00034  NFC  ACCTS  RFC 

System  name:\ 

Accounts  Receivable  System 
System  location: 

Commanding  Officer,  Navy  Finance  Center,  Anthony  J.  Cele- 
brezze  Federal  Building,  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system: 

Individuals  who  have  been  paid  more  funds  by  the  Department  of 
the  Navy  than  to  which  they  were  legally  entitled. 

Categories  of  records  in  the  system: 

Documentation  which  established  overpayment  status,  financial 
status  affidavit,  payment  record,  credit  reference,  and  miscellaneous 
correspondence  to  and  from  the  individual. 

Authority  for  maintenance  of  the  system: 

80  Stat  308  and  88  Stat  393,  Federal  Claims  Collection  Act  of  1966 
(P.L.  89-508) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  will  be  used  to  determine  and  record  payment  plan  and  to 
determine  whether  debt  should  be  compromised,  suspended  or  col¬ 
lection  action  terminated.  If  payment  is  not  made  and  circumstances 
warrant,  records  may  be  releas^  to  the  General  Accounting  Office 
and  the  Department  of  Justice  for  collection  action.  Data  on  individ¬ 
uals  with  delinquent  accounts  may  be  given  to  credit  bureaus  in 
accordance  with  the  General  Accounting  Office  regulations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  magnetic  tape,  disc,  microfiche 
Retrievability: 

Social  security  number  and  individual’s  name 
Safeguards: 

Personnel  screening,  requester  codes 
Retention  and  disposal: 

Files  of  accounts  which  are  paid  in  full  will  be  maintained  for  3 
years  after  final  payment.  Other  files  will  be  maintained  for  6  years 
after  termination  of  collection  action. 

System  managerts)  and  address: 

Commanding  Officer,  Navy  Finance  Center,  Anthony  J.  Cele- 
brezze  Federal  Building,  Cleveland,  Ohio  44199 
Notification  procedure: 

Individuals  may  write  to  the  system  manager  at  the  above  address. 
Information  request  must  contain  individual’s  full  name  and  should 
include  the  Social  Security  number. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Disbursing  officers,  credit  bureaus,  the  individual.  Internal  Reve¬ 
nue  Service,  Postmasters,  Veterans  Administration,  Bureau  of  Motor 
Vehicles. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00034  NFC  RET  PAV 

System  name: 

Retired  Pay  System 
System  location: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system: 

Uniformed  Navy  Retired  and  Retainer  Accounts;  retirees  electing 
Retired  Servicemans  Family  Protection  Plan  or  Survivor’s  Benefit 
Program,  survivor  of  retirees  receiving  SBP  or  Minimum  Income 
Widow  Payments;  National  Oceanic  and  Atmospheric  Administration 
Retirees. 

Categories  of  records  in  the  system: 


They  are  used  for  extraction  or  compilation  of  statistical  data  and 
reports  for  management  studies  and  statistical  analyses  for  use  inter¬ 
nally  or  externally  as  required  by  Department  of  Defense  or  by  other 
Government  agencies. 

Authority  for  maintenance  of  the  system: 

Title  10  U.S.  Code  Subtitle  C 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  systein  are  used  for  extraction  or  compilation  of 
statistical  data  and  reports  for  management  studies  and  statistical 
analyses,  for  use  internally  or  externally  as  required  by  the  Depart¬ 
ment  of  Defense  or  by  other  Government  agencies.  They  are  used 
within  the  Navy  Finance  Center  to  compute  retirement  payments 
and  to  investigate  and  reconcile  any  underpayments,  overpayments, 
or  claims.  Data  may  be  released  to  the  Internal  Revenue  Service  and 
state  and  local  taxing  authorities;  the  Social  Security  Administration, 
the  Civil  Service  Commission,  and  the  Veterans’  Administration 
when  retirement  payments  received  may  have  an  impact  upon  pay¬ 
ments  issued  by  those  agencies;  the  Department  of  the  Treasury  for 
issuance  of  checks;  the  courts  upon  receipt  of  court  orders;  and  the 
designated  beneficiaries  of  deceased  members.  To  the  American  Red 
Cross,  Navy  Relief  Society,  and  U.S.O.  for  personal  assistance  to  the 
member,  and  to  the  Department  of  Labor. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  file  folders 
Retrievability: 

Social  security  number  and  member’s  name 
Safeguards: 

Guards,  personnel  screening,  requestor  codes 
Retention  and  disposal: 

Kept  for  ten  years  then  forwarded  to  safekeeping;  NOAA  accounts 
dropped  upon  retirees  death. 

System  managerts)  and  address: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Notification  procedure: 

Individuals  may  write  to  system  manager  at  above  address.  Infor¬ 
mation  request  must  contain  Navy  member’s  full  name  and  social 
security  number. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Field  Disbursing  Officers,  BUPERS,  Individual  members.  Veterans 
Administration,  IRS. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00034  NRDP  PAY  SYS 

System  name: 

Reserve  Pay  System 
System  location: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system: 

Active  reservists  drilling  in  pay  units 
Categories  of  records  in  the  system: 

Performance  entitlements,  monthly  and  yearly  pay,  and  personnel 
data  needed  for  pay  computation  and  issuance 
Authority  for  maintenance  of  the  system:' 

10  U.S.  Code  Chapter  1 1 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

These  records  are  used  within  the  Navy  Finance  Center  by  mili¬ 
tary  pay  adjudicators  for  the  purposes  of  issuing  checks  and  earning 
statements,  investigating  claims  and  overpayments,  and  for  prepara¬ 
tion  of  financial  reports.  Data  contained  in  records  may  be  released 
to  BUPERS,  various  field  activities,  and  other  Department  of  De- 
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fense  activities  to  assist  these  activities  to  update,  verify,  or  correct 
their  records;  the  Internal  Revenue  Service  and  state  or  local  tax 
authorities  for  use  in  computing  or  resolving  member's  tax  liability; 
the  Social  Security  Administration  to  determine  member’s  coverage 
under  that  program;  the  Deputment  of  the  Treasury  for  issuance  of 
checks;  the  Veterans’  Administration  or  to  the  Navy  Family  Allow¬ 
ance  Activity,  when  needed  to  process  cases  in  the  courts  upon  court 
order;  the  designated  beneficiaries  of  deceased  members.  To  the 
American  Red  Cross,  Navy  Relief  Society,  and  U.S.O.  for  personal 
assistance  to  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  file  folders 
Retrievability: 

Social  security  number  and  name 
Safeguards: 

Guards,  personnel  screening,  requestori»xles 
Retention  and  disposal: 

Microfilm  record  kept  indefinitely  in  safekeeping 
System  managerfs)  and  address: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Notification  procedure: 

Individuals  may  write  to  system  manager  at  above  address.  Infor¬ 
mation  request  must  contain  Navy  member’s  full  name  and  social 
security  number. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Disbursing  Officers,  individual  members,  BUPERS,  and  IRS. 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00034  NROTC 

System  name: 

Naval  Reserve  Officer  Training  Corps  Pay  System 
System  iMation: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system: 

NROTC  students  until  time  of  commissioning 
Categories  of  records  in  the  system: 

Personnel  and  entitlement  data  necessary  for  computation  of  pay 
entitlements. 

Authority  for  maintenance  of  the  system: 

10  U.  S.  Code,  Chapter  103  and  Public  Law  88-647. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  records  are  used  within  the  Navy  Finance  Center  by  military 
pay  adjudicators  for  the  purposes  of  issuing  checics  and  earnings 
statements,  investigating  claims  and  overpayments,  and  for  prepara¬ 
tion  of  financial  reports.  Data  contained  in  records  may  be  released 
to  BUPERS,  various  field  activities  and  other  Department  of  De¬ 
fense  activities  to  assist  these  activities  to  update,  verify,  or  correct 
their  records,  or  process  cases;  to  the  Internal  Revenue  Service  and 
state  or  local  tax  authorities  for  their  use  in  computing  or  resolving 
member’s  tax  liability;  to  the  Social  Security  Administration  to  deter¬ 
mine  member’s  coverage  under  that  program;  to  the  Department  of 
the  Treasury  when  needed  for  issuance  of  check;  to  the  Veteran’s 
Administration  or  to  the  Navy  Family  Allowance  Activity,  to  proc¬ 
ess  cases;  to  the  courts  upon  court  order;  to  the  designated  beneficia¬ 
ries  of  deceased  members,  etc.  To  the  American  Red  Cross,  Navy 
Relief  Society,  and  U.S.O.  for  personal  assistance  to  the  member. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  file  folders 
Retrievability: 


Social  Security  account  number  and  member  name 
Safeguards: 

Guards,  personnel  screening,  requestor  codes 
Retention  and  disposal: 

Original  shipped  to  safekeeping  for  permanent  retention. 

System  managerts)  and  address: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Notification  procedure: 

Individuals  may  write^to  system  manager  at  above  address.  Infor¬ 
mation  request  must  contain  Navy  member’s  full  name,  military 
status,  and  social  security  account  number.  Requestor  may  visit 
above  address  and  must  have  military  identification  card  or  valid 
state  driver’s  license  and  social  security  card  as  positive  proof  of 
identity. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  p^jrocedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Disbursing  Officer,  Member,  BUPERS,  CNETO,  and  IRS. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00034  SAV-DEP-SYS 

System  name: 

Savings  Deposit 
System  location: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Categories  of  individuals  covered  by  the  system: 

Navy  members  still  declared  missing  in  action  in  the  Vietnam 
conflict. 

Categories  of  records  in  the  system: 

Members  records  reflecting  account  balances 
Authority  for  maintenance  of  the  system: 

Public  Law  89-538 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  used  for  crediting  of  interest  and  clear¬ 
ing  of  account  upon  termination.  Records  will  be  furnished  to  Navy 
Family  Allowance  Activity  and  other  Department  of  Defense  agen¬ 
cies  servicing  families  of  persons  still  having  active  accounts;  to  the 
Internal  Revenue  Service  upon  termination  of  account. 

Polides  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  file  folders 
Retrievability: 

Social  security  number  and  member  name 
Safeguards: 

Guards,  personnel  screening,  and  specific  requestor  codes 
Retention  and  disposal: 

Upon  closing  of  account,  records  are  shipped  to  FRC  and  de¬ 
stroyed  after  two  years. 

System  manageris)  and  address: 

Commanding  Officer  Navy  Finance  Center  Anthony  J.  Celebrezze 
Federal  Building  Cleveland,  Ohio  44199 
Notification  procedure: 

Individuals  may  write  to  system  manager  at  above  address.  Only 
the  member  or  executor  or  beniflciary  of  estate  will  be  provided 
information.  Individual’s  name  and  social  security  number  are  re¬ 
quired.  Persons  wishing  to  view  records  in  person  must  report  to  the 
Navy  Family  Allowance  Activity,  Room  967,  Anthony  J.  Celebrezze 
Federal  Building,  Cleveland,  Ohio  44199. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 
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The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Member’s  initial  request,  adjudicators  in  Central  Accounts  Depart¬ 
ment. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00034  13 

System  name: 

Slot  Machine  Winnings 

System  location: 

Decentralized,  maintained  at  Navy  and  Marine  Corps  overseas 
bases,  where  slot  machines  are  not  in  violation  of  U.S.  laws,  status  of 
forces  or  local  agreements.  A  list  is  available  from; 

NAVY 

Chief  of  Naval  Personnel  (Pers-7) 

Bureau  of  Naval  Personnel 
Washington,  D.C.  20370 

MARINE  CORPS 

Commandant  of  the  Marine  Corps  (MSMS) 

Washington,  D.C.  22214 

Categories  of  individuals  covered  by  the  system: 

Individual  U.S.  citizens  18  years  of  age  and  older  who  are  paid 
monies  for  winnings  associated  with  slot  machine  jackpots. 

Categories  of  records  in  the  system: 

Jackpot  payout  control  sheet  indicating  individual  name,  grade, 
SSAN,  duty  station,  dates  and  amounts  of  jackpot  monies  paid  are 
maintained  at  each  location. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  account  for  and  control  monies  paid  to  individual  winners  of 
slot  machines  jackpots  and  as  a  basis  for  IRS  Form  1099  reporting  on 
individuals  whose  winnings  are  six  hundred  dollars  or  more  during  a 
calendar  year.  i 

USER:  Navy  and  Marine  Corps  shore  activities  where  slot  ma¬ 
chines  have  been  approved  by  the  Chief  of  Naval  Personnel  or  the 
Commandant  of  the  Marine  Corps. 

USES:  Provides  a  means  of  paying,  recording,  accounting  for, 
reporting,  and  controlling  expenditures  associated  with  slot  machine 
jackpots. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  . 

Records  maintained  in  file  cabinets  located  in  a  secure  area. 

Retrievability: 

Individual  control  sheets.  Individual  IRS  Form  1099  by  name  and 
SSAN. 

Safeguards: 

Records  are  kept  in  occupied  rooms  which  are  locked  during  non¬ 
working  hours. 

Retention  and  disposal: 

Records  are  maintained  on  site  for  3  years  and  then  shipped  to  the 
Federal  Records  Center  in  accordance  with  SECNAVINST  5212.5 
scries. 

System  manager(s)  and  address: 

Overall  policy  and  procedures  for  the  slot  machine  operation  are 
contained  in  NAVSO  P-3518,  3519,  3520,  3521,  BUPERINST 
10150.2B  and  MCO  P-174613B.  A  list  of  system  managers  by  activity 
is  available  from  the  Chief  of  Naval  Personnel  (Pers-7)  for  Navy 
managers  and  the  Commandant  of  the  Marine  Corps  (MSMS)  for 
Marine  Corps  managers. 

Notification  procedure: 

Individuals  are  notified  via  IRS  Form  1099  if  their  jackpot  win¬ 
nings  are  six  hundred  dollars  or  more  in  a  calendar  year.  An  individ¬ 
ual  can  contact  the  applicable  systems  manager  on  matters  concern¬ 
ing  their  jackpot  winnings. 

Record  access  procedures: 

Individuals  have  access  to  information  applicable  to  their  individu¬ 
al  jackpot  winnings.  Officials  such  as  IRS,  Auditor  and  etc.  have 
access  to  information  applicable  to  all  jackpot  winners.  Access  is 
through  the  system  manager. 


Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Daily  jackpot  payout  sheets. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00034  14 

System  name: 

Bingo  Winners 

System  location: 

Decentralized,  maintained  at  individual  Navy  or  Marine  Corps 
bases  where  bingo  is  authorized  and  played.  A  list  is  available  from: 

NAVY 

Chief  of  Naval  Personnel  (Pers-7) 

Bureau  of  Naval  Personnel 
Washington,  D.C.  20370 

MARINE  CORPS 

Commandant  of  the  Marine  Corps  (MSMS) 

Washington,  D.C.  22214 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  are  paid  monies  or  prizes  for  winnings  associated 
with  bingo. 

Categories  of  records  in  the  system: 

Bingo  payout  control  sheet  indicating  individual  name,  SSAN, 
duty  station,  dates  and  amounts  or  items  won  are  maintained  at  each 
location. 

Authority  for  maintenance  of  the  system: 

5  use  301  I>partmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  account  for  and  control  monies  and  items  of  merchandise  paid 
to  individual  winners  of  bingo  games  and  as  a  basis  for  IRS  Form 
1099  reporting  on  individuals  whose  winnings  are  six  hundred  dollars 
or  more  during  a  calender  year. 

USES;  Provides  a  means  of  paying,  recording,  accounting  for 
reporting  and  controlling  expenditures  and  merchandise  inventories 
associated  with  bingo  games. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  maintained  in  file  cabinets  located  in  a  secure  area 

Retrievability: 

Individual  control  sheets.  Individual  IRS  Form  1099  by  name  and 
SSAN. 

Safeguards: 

Records  are  kept  in  occupied  rooms  which  are  locked  during  non¬ 
working  hours. 

Retention  and  disposal: 

Records  are  maintained  on  site  for  3  years  and  then  shipped  to 
Federal  Records  Center  in  accordance  with  SECNAVINST  5212.5 
series. 

System  manager(s)  and  address: 

Overall  policy  and  procedures  for  the  bingo  operation  are  con¬ 
tained  in  NAVSO  P-3518,  3519,  3520,  3521,  BUPERSINST  1710.11 
and  MCO  P-174613B.  A  list  of  systems  managers  is  available  from 
Chief  of  Naval  Personnel  (Pers-7)  for  Navy  managers  and  the  Com¬ 
mandant  of  the  Marine  Corps  (MSMS)  for  Marine  Corps  managers. 

Notification  procedure: 

Individuals  are  notified  via  IRS  Form  1099  if  their  bingo  winnings 
are  six  hundred  dollars  (monetary  value)  or  more  in  a  calendar  year. 
An  individual  can  contact  the  applicable  systems  manager  on  matters 
concerning  their  bingo  winnings. 

Record  access  procedures: 

Individuals  have  access  to  information  applicable  to  their  individu¬ 
al  bingo  winnings.  Officials  such  as  IRS,  Auditor  and  etc.  have 
access  to  information  applicable  to  all  bingo  winners.  Access  is 
through  the  systems  managers. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 
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Bingo  payout  control  sheet. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N0003401 

System  name: 

Civilian  Pay  System 

System  location: 

Decentralized,  maintained  by  12S  Navy  and  Marine  Corps  civilian 
payroll  ofTices;  a  list  is  available  from; 

Commander  ' 

Navy  Accounting  and  Finance  Center  (NCF-123) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system: 

All  civilian  employees  who  are  employed  by  Navy  and  Marine 
Corps  Activities  and  are  paid  from  appropriated  funds 

Categories  of  records  in  the  system: 

Individual  civilian  pay  records,  retirement  records  and  leave  rec¬ 
ords;  substantiating  documents  such  as  personnel  action  forms  effect¬ 
ing  new  appointments,  separations,  promotions,  demotions,  and  de¬ 
duction  changes;  Internal  Revenue  Service  Form  W-4;  State  and  Cjty 
tax  information;  authorizations  for  deductions,  i.e.,  savings  bonds, 
group  life  insurance,  health  benefits,  overpayments,  indebtedness  to 
the  Government;  court  orders  for  garnishment  of  wages  for  child 
support  and  alimony  payments;  allotments,  i.e.,  union  dues,  charity 
contributions,  savings  allotments,  special  allotments  for  overseas  em¬ 
ployees;  tax  levies;  claims;  award  payments;  special  pay;  allowances 
and  differentials. 

Authority  for  maintenance  of  the  system: 

S  USC301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose:  To  pay  all  Navy  and  Marine  Corps  civilian  employees, 
maintain  leave  and  retirement  records  and  to  record,  report  and 
account  for  government  expenditures  for  personal  services. 

User:  Navy  and  Marine  Corps  civilian  payroll  offices 

Uses:  Provides  a  means  of  paying,  recording  and  accounting  for 
government  expenditures  for  personal  services  of  Navy  and  Marine 
Corps  civilian  employees;  provides  time  and  attendance  information 
to  individual  employees  and  management;  provides  audit  trails  for 
GAO,  Navy  Area  Audit,  and  internal  audit  procedures;  provides 
federal,  state,  and  city  tax  information  to  appropriate  authorities; 
provides  retirement  information  and  monies  to  CSC  for  computation 
fo  annunities;  provides  other  data  to  CSC  as  required  for  special 
studies.  To  the  Treasury  Department  in  connection  with  check  issu¬ 
ance,  the  Veterans  Administration  in  regard  to  Disability  or  Sever¬ 
ance  Pay  Entitlement,  the  Social  Security  Administration  for  FICA 
Wage  reporting;  the  Internal  Revenue  Service  and  state  and  local  tax 
authorities  for  computing  or  resolving  tax  liability.  To  state  employ¬ 
ment  agencies  which  require  wage  information  to  determine  eligibil¬ 
ity  for  unemployment  compensation  benefits  of  former  employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes,  disc,  microfilm/ 
microfiche  and  punched  cards.  Manual  records  on  manual  card  files 
and  in  file  folders. 

Retrievahility: 

By  name,  social  security  number,  or  locally  assigned  identification 
number. 

Safeguards: 

Locked  fireproof  cabinets  for  retirement  records.  Metal  cabinets 
for  manual  payroll  and  leave  records  within  locked  rooms.  The 
computer  facility  and  terminal  are  located  in  restricted  areas  accessi¬ 
ble  only  to  authorized  persons  that  are  properly  screened,  cleared 
and  trained.  Manual  records  and  computer  printouts  are  available 
only  to  personnel  engaged  in  payroll  processing,  auditors,  investiga¬ 
tive  officials  and  management  personnel. 

Retention  and  disposal: 

Payroll  records  are  maintained  on-site  for  2  years  after  completion 
of  on-site  audits  by  GAO;  if  no  on-site  audit  is  performed,  retain 
records  on-site  for  4  years,  then  shipped  to  Federal  Record  Center 
where  they  are  retained  for  S6  years. 

Leave  Records  •  same  as  a^ve,  except  held  by  Federal  Record 
Center  for  10  years. 

Retirement  Registers  •  same  as  above,  except  are  destroyed  rather 
than  sent  to  Federal  Record  Center.  Retirement  records  are  main¬ 


tained  until  employee  separates;  if  he  goes  to  another  Navy  or 
Marine  Corps  activity,  retirement  records  are  sent  to  that  activity;  if 
he  goes  to  another  agency  or  separates,  sent  to  CSC. 

System  managerts)  and  address: 

Overall  policy  and  procedure  for  the  Civilian  Payroll  System  are 
established  by  the  Commander,  Navy  Accounting  and  Finance 
Center,  Washington,  D.C.  20376.  A  list  of  the  system  managers  by 
payroll  activity  is  avabilable  from  Navy  Accounting  and  Finance 
Center  (NCF-123). 

Notification  procedure: 

Civilian  employees  can  directly  contact  the  system  manager  of  his 
payroll  activity.  If  unknown,  the  inquiry  should  be  submitted  to  the 
Commander,  Navy  Accounting  and  Finance  Center,  address  above. 
Requestor  should  provide  full  name,  social  security  number,  identifi¬ 
cation  number,  if  applicable,  activity  where  employed  and  informa¬ 
tion  desired.  An  individual  can  visit  his  payroll  office  on  any  matter 
concerning  his  pay. 

Record  access  procedures: 

Employees  have  access  to  their  individual  pay,  leave  and  retire¬ 
ment  records.  The  agency’s  rules  for  access  to  records  may  be 
obtained  from  the  system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Standard  Form  SO’s  (Personnel  actions),  time  and  attendance  rec¬ 
ords,  retirement  records,  federal  state  and  tax  forms,  deduction  au¬ 
thorizations,  allotment  authorizations,  court  orders  for  garnishment  of 
wages  for  child  support  and  alimony  payments. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N0003402 

System  name: 

Bond  Accounting 

System  location: 

Decentralized,  maintained  by  Issuing  Agents  for  Savings  Bonds;  a 
list  is  available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-123) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  Military  Personnel  of  the  Department  of  the  Navy 
including  contract  employees  who  meet  the  requirement  for  owner¬ 
ship  of  savings  bonds  as  outlined  in  Treasury  Department  Circular 
No.  530  as  amended. 

Categories  of  records  in  the  system: 

Files  contain  individual  application  and  related  records  -  The  Bond 
Record  File  -  Master  Bond  Record  Card  Control  Account  -  The 
Master  Control  Account  -  Activity  Subcontrol  Accounts  -  Refund 
Subcontrol  -  Transfer  Journal. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose:  To  issue  U.  S.  Savings  Bonds 

User:  Issuing  Agents  for  Savings  Bonds 

Uses;  Provide  audit  trail  on  Requisition,  Control,  and  Issuing  of 
Bonds  - 

Maintenance  of  accounts  -  Accounting  for  funds  -  Financial  Re¬ 
ports  and  Returns  -  Miscellaneous  provisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Metal  file  cabinets  equipped  with  a  locking  device  •  Paper  records 
in  metal  filing  cabinets  -  Microfilm. 

Retrievahility: 

Retrieved  by  name,  social  security  number  or  payroll  number. 
From  the  Federal  Reserve  Bank  by  numerical  sequence  by  serial 
number  shown  on  bond  issued  stub. 

Safeguards: 

Locked  cabinets,  with  building  or  military  base  security.  Access 
authorized  to  personnel  engaged  in  payroll  processing,  disbursing, 
supervisory  or  management  personnel,  and  auditors.  Bond  subscribers 
are  authorized  to  receive  information  on  their  own  records. 
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Retention  and  disposal: 

Records  are  maintained  for  one  year.  Records  are  then  forwarded 
to  a  Federal  Records  Center. 

System  manager(s)  and  address: 

Commander  Navy  Accounting  and  Finance  Center  (NCF-123) 
Washington,  D.C.  20376  Procedures  are  prescribed  in  Comptroller  of 
the  Navy  Manual  (NAVSO  P-1000).  For  decentralized  locations 
where  individuals  may  deal  directly,  addresses  are  available  from  the 
SYSMANAGER. 

Notification  procedure: 

Information  may  be  obtained  by  contacting  the  Bond  Issuing 
Office  responsible  for  issuing  bond  if  known.  If  unknown  the  inquiry 
should  be  submitted  to  Commander,  Navy  Accounting  and  Finance 
Center,  NCF-123,  Washington,  D.C  20376.  Requester  should  provide 
full  name,  social  security  number  or  payroll  number,  current  address 
when  requesting  information.  An  individual  is  permitted  to  visit  any 
Bond  Issuing  Agent  OfTice  for  information  and  will  be  required  to 
provide  identification  such  as  identification  card  (i.e.,  DOD  Building 
Pass). 

Record  access  procedures: 

The  Agency’s  rule  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Request  for  Bonds  are  filed  by  individuals  who  provide  informa¬ 
tion  on  themselves.  Other  records  are  generated  from  the  original 
request. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N0003404 

System  name: 

Joint  Uniform  Military  Pay  System  (JUMPS) 

System  location: 

(Decentralized)  Navy  and  Marine  Corps  disbursing  offices,  Navy 
Finance  offices.  Navy  Regional  Finance  Centers,  and  Navy  Finance 
Center  which  are  identified  in  appendix  B  of  Volume  IV,  Navy 
Comptroller  Manual  andaddresses  which  are  contained  in  the  direc¬ 
tory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

All  Navy  personnel  on  active  duty 

Categories  of  records  in  the  system: 

Individual  Leave  and  Earnings  Statement,  Personal  Financial 
Record,  substantiating  documents  authorizing  credits  and  deductions 
of  pay  entitlements  and  withholding  of  Federal  income  tax  and  Serv¬ 
ice  Group  Life  Insurance,  Internal  Revenue  Forms  (W-2)  reporting 
Federal  income  tax  withheld  and  Federal  Insurance  Contribution 
Acts,  military  money  list,  pay  receipts,  check  and  distribution  lists, 
allotment  documents  locator  files,  absentee  and  deserter  lists,  miscel¬ 
laneous  correspondence  requesting  or  providing  pay  information, 
commanding  officers  leave  lists,  micro-film  and  microfiche  records. 

Authority  for  maintenance  of  the  system: 

Titles  10  and  37  U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees,  military  and  civilian,  of  the  Department 
of  the  Navy  in  the  performance  of  their  official  duties  relating  to  the 
maintenance  and  distribution  of  Leave  and  Earnings  Statements  and 
the  determination  and  audit  of  pay  entitlements,  computing,  paying 
and  reporting  payments,  determining  budgets  and  appropriation  re¬ 
quirements,  commencing  and  terminating  allotments,  determining 
amounts  subject  to  fines,  forfeitures  or  detentions  of  pay  in  connec¬ 
tion  with  non-Judical  punishment  and  courts  martial,  distribution  of 
pay  checks.  The  Comptroller  General  or  any  of  his  authorized  repre¬ 
sentatives  in  the  course  of  the  performance  of  duties  of  the  General 
Accounting  Office  in  the  audit  and  determinations  relating  to  military 
pay  entitlements,  expenditures  and  accounting  procedures;  to  the 
Treasury  Department  in  connection  with  check  issuance,  the  Veter¬ 
ans  Administration  in  reqard  to  Disability  or  Severance  Pay  Entitle¬ 
ment,  the  Social  Security  Administration  for  FICA  Wage  reporting; 
the  Internal  Revenue  Service  and  state  and  local  tax  authorities  for 
computing  or  resolving  tax  liability.  To  the  American  Red  Cross, 
Navy  Relief  Society,  and  U.S.O.  for  personal  assistance  to  the 
member. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Personal  Financial  Records  containing  Leave  and  Earnings  State¬ 
ments,  which  are  paper  records,  are  stored  in  wooden  or  metal  boxes 
or  cabinets.  Copies  of  Leave  and  Earnings  Statements  and  supporting 
documents  are  stored  in  file  folders  and  cabinets  or  on  micro-film  or 
microfiche.  Automated  records  are  stored  on  magnetic  tapes,  discs 
and  punched  cards. 

Retrievability: 

Automated  records  are  retrieved  by  social  security  and  name  while 
locally  maintained  records  and  documents  are  retrieved  by  last  name. 

Safeguards: 

Outside  of  normal  working  hours  Personal  Financial  Records  with 
Leave  and  Earnings  Statements  are  secured  in  safes,  vaults  or  locked 
cabinets.  Substantiating  documents  and  microfilmed  records  are  re¬ 
tained  in  unlocked  cabinets.  All  of  the  mentioned  records  are  also 
within  locked  rooms  or  buildings. 

Retention  and  disposal: 

Personal  Financial  Records  containing  the  six  most  recent  Leave 
and  Earnings  Statements  are  retained  by  the  disbursing  office  serving 
the  command  to  which  the  member  is  assigned.  Copies  of  substantiat¬ 
ing  documents  are  retained  by  the  local  command  for  four  years  after 
the  period  covered  by  the  account  at  which  time  they  are  forwarded 
to  the  Federal  Records  Center.  A  central  automated  file  is  main¬ 
tained  for  all  active  duty  Navy  personnel  at  the  Navy  Finance 
Center,  Cleveland.  Following  a  member’s  separation  or  retirement 
from  the  Navy,  the  member’s  Personal  Financial  Record  is  forward¬ 
ed  to  the  central  site.  Navy  Finance  Center,  Cleveland,  where  it  is 
retained  for  approximately  two  months  pending  individual  claims  and 
is  then  forwarded  to  the  Federal  Records  Center.  The  members 
Master  Pay  Account  is  retained  at  the  central  site  for  six  months 
following  a  member’s  separation  or  retirement  at  which  time  it  is 
purged  from  the  computer  file,  microfilmed  and  forwarded  to  the 
Federal  Records  Center.  Substantiating  documents  are  microfilmed 
and  retained  at  the  central  site  for  an  indefinite  period  while  the 
paper  copy  is  forwarded  to  the  Federal  Records  Center  after  two 
months. 

System  manager(s)  and  address: 

Comptroller  of  the  Navy,  Chief  of  Naval  Personnel,  Commander 
Navy  Accounting  and  Finance  Center,  Commanding  Officer  Navy 
Finance  Center,  Commanding  Officers  of  Navy  Regional  Finance 
Centers,  Officers  in  Charge  of  Navy  Finance  Offices  and  Command¬ 
ing  Officers  of  activities  with  disbursing  officers. 

Notification  procedure: 

Individuals  can  be  informed  of  any  records  maintained  within  the 
system  by  identifying  themselves  to  the  local  command  disbursing 
officer.  The  member  may  identify  himself  by  presenting  his  military 
identification  card.  Former  members  may  request  information  from 
the  Navy  Finance  Center,  Cleveland. 

Record  access  procedures: 

Individuals,  properly  identified,  may  request  any  information  per¬ 
taining  to  his  pay  from  his  local  disbursing  officer.  If  the  requested 
information  is  not  available  locally,  the  disbursing  officer  will  obtain 
the  information  from  other  sources,  i.e.  member’s  previous  duty  sta¬ 
tions  or  the  Navy  Finance  Center,  Cleveland. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  individuals  concerned 
may  be  obtained  from  the  SYSMANGER. 

Record  source  categories: 

Department  of  Defense  Military  Pay  and  Allowances  Entitlements 
Manual,  Navy  and  Marine  Corps  Military  Pay  Procedures  Manual, 
Navy  Pay  and  Personnel  Proc^ure  Manual,  Bureau  of  Naval  Per¬ 
sonnel  Manual  and  the  individuals  service  record  and  Bureau  of 
Naval  Personnel  Manpower  and  Personnel  Management  Information 
System  (MAPMIS). 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N0003408 

System  name: 

Midshipman  Pay  System 

System  location: 

Primary  -  Superintendent,  Naval  Academy,  Annapolis,  MD  21402; 
decentralized  segments  -  Commanding  Officer,  Navy  Regional  Fi¬ 
nance  Center,  Washington,  D.C.  20371,  Commanding  Officer,  Navy 
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Finance  Center,  Cleveland,  OH  44199,  and  Chief  of  Naval  Personnel 
(Code  H-13),  Navy  Department,  Washington,  D.C.  20370. 

.  Categories  of  individuals  covered  by  the  system: 

Midshipmen  of  the  U.S.  Naval  Academy,  Annapolis,  Maryland. 

Categories  of  records  in  the  system: 

The  systeih  contains  automatic  data  processing  pay  accounts  of  all 
Naval  Academy  Midshipmen.  Document  flow  is  controlled  by  use  of 
a  Midshipmen  Payroll  Change  form.  Controls  over  the  system  are 
maintain^  by  use  of  a  Midshipmen  Payroll  Control  Register.  Input 
source  documents  include  (1)  letter  authority  from  the  Superintend¬ 
ent  to  the  Midshipmen  Pay  C)frices  to  open  the  pay  (2)  documents  to 
substantiate  credits  of  advances  for  initial  clothing  and  equipment 
issues,  commuted  rations,  refunds  for  clothing  tum-in,  and  discharge 
payments  (3)  letters  froth  the  Commandant  of  Midshipmen  to  the 
Midshipmen  Pay  Officer  containing  listings  of  names  and  amounts  to 
the  checked  for  personnel  services  (4)  documents  to  substantiate 
checkages  for  liquidation  of  clothing  and  equipment  advances,  store 
bills  of  midshipmen  subscriptions  to  magazines,  musical  concerts,  etc., 
and  (5)  required  deductions  for  Federal  Tax  and  FICA  Tax.  Output 
documents  include  printouts  of  (1)  Midshipmen  Monthly  Pay  Ac¬ 
counts  (2)  Midshipmen  Debit  and  Credit  Explanation  Register  and 
(3)  Midshipmen  Yearly  Pay  Account.  Payroll  money  lists  which 
substantiate  payments  made  and  travel  payment  vouchers  are  also  in 
files.  Monthly  financial  returns  are  submitted  to  the  Navy  Regional 
Finance  Center,  Washington,  D.C.  for  consolidation  with  the  ac¬ 
counts  of  that  office  and  are  then  forwarded  to  the  Navy  Finance 
Center  Cleveland,  Ohio  in  accordance  with  procedures  prescribed  in 
NAVCOMPT  Manual,  par.  048090.  Copies,  of  the  financial  returns 
are  therefore,  on  file  in  these  offices.  In  addition,  copies  of  docu¬ 
ments  supporting  Federal  Income  and  FICA  Taxes  withheld  are 
forwarded  to  the  Chief  of  Naval  Personnel  (Code  H-13). 

Authority  for  maintenance  of  the  system: 

National  Security  Act  Amendments  of  1949  (10  U.S.C.  5060). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose  -  To  accurately  and  efficiently  maintain  the  pay  accounts 
of  Naval  Academy  Midshipmen.  Category  of  users  •  Midshipmen 
Pay  Officers  Navy  Regional  Finance  Center,  Washington,  D.C., 
Navy  Finance  Center,  Cleveland,  Ohio,  Chief  of  Naval  Personnel, 
Internal  Revenue  Service,  and  Social  Security  Administration.  Spe¬ 
cific  uses  -  To  pay  and  account  for  payments  and  collections  of 
Naval  Academy  Midshipmen  which  are  charged  to  the  annual  appro¬ 
priation  Military  Personnel,  Navy  and  administered  by  the  chief  of 
naval  personnel.  To  the  American  Red  Cross,  Navy  Relief  Society, 
and  U.S.O.  for  personal  assistance  to  the  memt^r. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Midshipmen  Pay  Office  -  Computer  print-outs.  ADP  Office  -  Com¬ 
puter  magnetic  tapes. 

Retrievability: 

Retrieved  by  Alfa  Codes  assigned  to  each  midshipmen. 

Safeguards: 

Only  Midshipmen  Disbursing  Office  personnel  are  authorized 
access  to  records  of  that  office.  Only  the  computer  operations  are 
authorized  access  to  the  computer  tapes.  The  computer  area  is  re¬ 
stricted  and  computer  tapes  are  locked  in  fireproof  safes  when  not  in 
use. 

Retention  and  disposal: 

Pay  information  on  the  computer  tapes  is  retained  for  30  days  and 
the  tapes  are  then  reused.  Tapes  containing  Federal  Income  Tax  and 
FICA  Tax  information  are  retained  for  1  year  until  the  required 
reports  are  rendered.  The  tapes  are  then  reused.  Retained  copies  of 
Midshipmen  Pay  Office  forms  are  disposed  of  as  follows:  1.  Midship¬ 
men  Payroll  Control  Register  -  retain  for  2  years  and  destroy.  2. 
Midshipmen  Payroll  Change  -  retain  for  6  months  and  destroy.  3. 
Midshipmen  Monthly  Pay  Account  -  retain  for  4  years,  from  admis¬ 
sion  oi  each  class  through  month  following  its  graduation  and  de¬ 
stroy.  4.  Midshipmen  Debit  and  Credit  Explanation  Register  -  same 
as  3,  above.  S.  Midshipmen  Yearly  Pay  Account  -  same  as  3,  above. 
Other  disbursing  records  and  financial  returns  are  retained  4  years 
follow  period  covered  by  the  account  and  transferred  to  the  Federal 
Records  Center  in  accordance  with  SECNAV  Instruction  PS212.Sb. 

System  manageris)  and  address: 

Overall  policy  and  procedurs  •  Comptroller  of  the  Navy;  primary  • 
Superintendent,  Naval  Academy;  decentralized  segments  -  Com¬ 
manding  Officer,  Navy  Regional  Finance  Center,  Washington,  D.C., 


Commanding  Officer,  Navy  Finance  Center,  Cleveland,  Ohio  and 
Chief  of  Naval  Personnel  (Code  H-13)  Washington,  D.C. 

Notification  procedure: 

Individuals  can  be  informed  of  any  records  maintained  in  the 
system  by  identifying  themselves  to  Midshipmen  Pay  Office.  Mem¬ 
bers  must  present  his  identification  card  to  obtain  requested  informa¬ 
tion. 

Record  access  procedures: 

Midshipmen  are  issued  a  monthly  earnings  statement.  All  informa¬ 
tion  concerning  credits  and  checkages  of  pay  and  allowances  are 
contained  in  the  statement.  Additional  required  information  relative 
to  miscellaneous  changes  reflected  on  the  statement  may  be  obtained 
from  the  individual  Academy  activity  which  reported  the  changes  to 
the  Midshipmen  Pay-Office  upon  presentation  of  his  identification 
card. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individuals  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Members  service  record  on  file  in  the  Midshipmen  Personnel 
Office  and  those  documents  contained  in  RECORD-CATEGORY, 
above. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N0003411 

System  name: 

Travel  Pay  System 

System  location: 

Decentralized,  maintained  by  Navy  disbursing  offices;  a  list  is 
available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-3) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system: 

Any  person,  government  or  private,  who  submits  a  request  for 
payment  of  a  travel  advance  or  travel  claim  to  a  Navy  disbursing 
office. 

Categories  of  records  in  the  system: 

Public  vouchers;  substantiating  documents  such  as  travel  orders 
and  expense  receipts;  card  file  or  log  book  utilized  to  control  receipt 
and  disposition  of  travel  claims;  suspense  files,  pay  adjustment  au¬ 
thorizations,  and  payroll  checkages  utilized  for  control  and  follow-up 
on  travel  advances;  and  correspondence  relating  thereto. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose:  To  reimburse  travelers  for  travel  expenses  and  to  record, 
account,  and  report  for  government  funds.  User:  Navy  disbursing 
offices.  Uses:  Provide  an  historic  file  and  audit  trail  for  travel  pay¬ 
ments  made  by  the  Navy;  provide  a  means  to  respond  to  inquiries 
from  travelers  on  status  of  claims;  control  travel  advances  to  insure 
liquidation;  provide  a  means  to  record,  account,  and  report  travel 
expenditures;  provide  a  means  for  collection  in  cases  of  overad¬ 
vances;  provide  disclosure  to  law  enforcement  or  investigatory  au¬ 
thorities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders;  index  cards  or  log  books. 

Retrievability: 

Retrieved  by  disbursing  office  voucher  number  for  paid  advances 
and  claims;  retrieved  by  name  for  card  index  file  or  log  book. 
Information  in  disbursing  office  voucher  file  can  be  retrieved  by 
name  through  search  process  if  travel  dates  and/or  travel  claim 
submission  date  is  known. 

Safeguards: 

Locked  cabinets  or  rooms,  with  building  or  military  base  security. 
Access  authorized  to  personnel  engaged  in  travel  claim  processing, 
supervisory  or  management  personnel,  and  inspectors,  auditors,  in¬ 
vestigators.  Travelers  are  authorized  access  to  their  own  travel  rec¬ 
ords;  fund  administrators  are  authorized  access  to  records  pertaining 
to  their  own  funds. 

Retention  and  disposal: 
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Records  are  maintained  for  four  years.  Records  may  be  moved  to 
a  regional  Federal  Records  Center  depending  on  local  storage  capa¬ 
bility.  No  standard  means  for  destruction  exists. 

System  managerts)  and  address: 

Department  of  Defense  Per  Diem,  Travel,  and  Transportation  Al¬ 
lowance  Committee  prescribes  regulations  in  the  Joint  Travel  Regu¬ 
lations;  records  maintained  are  prescribed  by  the  Comptroller  of  the 
Navy  in  its  Manual  (NAVSO  P-1000);  a  list  of  Navy  disbursing 
offices  is  maintained  by  the  Commander,  Navy  Accounting  and  Fi¬ 
nance  Center  (NCF-3),  Washington,  D.C.  20376. 

Notification  procedure: 

If  the  individual  is  a  traveler  and  knows  the  location  of  the  Navy 
disbursing  office  processing  his/her  travel  claim,  direct  contact  with 
that  oHice  is  sufficient.  If  unknown,  or  the  inquirer  is  not  a  traveler, 
the  inquiry  should  be  submitted  to  the  Commander,  Navy  Account¬ 
ing  and  Finance  Center,  address  above.  Requestor  should  provide 
full  name,  social  security  number,  whether  military  or  civilian,  and,  if 
possible,  disbursing  office  voucher  number,  dates  of  travel,  and  date 
and  location  of  travel  claim  or  travel  advance  submission.  An  indi¬ 
vidual  is  permitted  to  visit  any  Navy  disbursing  office  to  which  he/ 
she  has  submitted  an  advance  or  claim.  Military  identification  card  or 
civilian  identification  such  as  driver's  license  is  sufficient. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Travel  advances  and  travel  claims  are  filed  by  individuals  who 
provide  information  on  themselves.  Supporting  documentation  is  ob¬ 
tained  from  employing  commands,  service  providers  (e.g.,  taxis  for 
receipts),  and  Navy  disbursing  offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N0003412 

System  name: 

Commercial  Invoice  Payments  History  System 

System  location: 

Decentralized,  maintained  by  Navy  disbursing  offices;  a  list  is 
available  from: 

Commander 

Navy  Accounting  and  Finance  Center  (NCF-5) 

Washington,  D.C.  20376 

Categories  of  individuals  covered  by  the  system: 

Any  individual,  government  or  private,  who  submits  a  request  for 
payment  to  Navy  disbursing  offices  for  goods  and/or  services  ren¬ 
dered. 

Categories  of  records  in  the  system: 

Public  vouchers;  substantiating  documents  such  as  invoices,  receipt 
documents,  inspection  reports,  procurement  instruments,  contract 
index  files,  assignment  documents,  machine  listings,  government  bills 
of  lading,  transportation  requests,  meal  tickets;  magnetic  tape,  disk 
files,  roll  microfilm,  microfiche;  and  related  correspondence  files. 

Authority  for  maintenance  of  the  system: 

5  use  301  Department  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose:  To  provide  a  record  of  all  disbursements  made  on  com¬ 
mercial  invoices  by  Navy  disbursing  offices.  User:  Navy  disbursing 
offices.  Uses:  Provides  an  audit  trail  of  commercial  invoice  payments 
made  by  the  Navy;  provides  a  means  to  respond  to  inquiries  from 
individuals  on  status  of  invoices  and  contracts;  provides  a  means  of 
detecting  and  precluding  duplicate  payments;  provides  disclosure  to 
law  enforcement  and  investigatory  authorities.  , 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders;  computer  magnetic  tapes;  roll  micro¬ 
film,  microfiche. 

Retrievability: 

Retrieved  by  disbursing  office  voucher  number  for  paid  invoices; 
retrieved  by  procurement  instrument  identification  number  for  con¬ 
tractors  by  contract  index  cards;  retrieved  by  name  of  individual 


from  machine  listings.  Information  in  disbursing  office  voucher  file 
and  microfilm/microfiche  can  be  retrieved  by  name  through  search 
process  if  billing/submission  date  is  known. 

Safeguards: 

Locked  cabinets  or  rooms,  with  building  or  military  base  security. 
Access  authorized  to  designated  personnel  engaged  in  commercial 
invoice  processing,  supervisory  or  management  personnel,  and  in¬ 
spectors,  auditors,  investigators.  Individuals  are  authorized  access  to 
their  own  payment  history  file;  fund  administrators  are  authorized 
access  to  records  pertaining  to  their  own  funds. 

Retention  and  disposal: 

Records  are  maintained  for  four  years.  Records  may  be  moved  to 
a  regional  Federal  Records  Center  depending  on  local  storage  capa¬ 
bility.  No  standard  means  for  destruction  exists. 

System  manageris)  and  address: 

Commercial  invoice  payment  history  requirements  are  prescribed 
by  the  Comptroller  of  the  Navy  in  its  Manual  (NAVSO  P-1000);  a 
list  of  Navy  disbursing  offices  authorized  to  pay  invoices  can  be 
obtained  from  the  Commander,  Navy  Accounting  and  Finance 
Center  (NCF-5),  Washington  D.C.  20376. 

Notification  procedure: 

If  the  individual  knows  the  location  of  the  Navy  disbursing  office 
holding  his/her  invoice  payment  history,  direct  contact  with  that 
office  is  sufficient.  If  location  is  unknown,  the  inquiry  should  be 
directed  to  the  Commander,  Navy  Accounting  and  Finance  Center, 
address  above.  Inquirer  should  provide  full  name,  social  security 
number,  whether  military  or  civilain,  contract  or  purchase  order 
number  and,  if  possible,  disbursing  office  voucher  number,  invoice 
date,  number  and  amount.  An  individual  is  permitted  to  visit  any 
Navy  disbursing  office  to  which  he/she  has  submitted  an  invoice  for 
payment.  Identification  should  include  military  identification  card, 
civilian  identification  such  as  driver’s  license  and  company  or  agency 
affiliation.  Access  to  classified  contracts  requires  confirmation  of 
security  clearance  and  need  to  know. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Commercial  invoices  are  filed  by  individuals  who  provide  informa¬ 
tion  on  themselves.  Supporting  documentation  is  obtained  from  em¬ 
ploying  company,  material/service  providers  and  receivers  and  Navy 
disbursing  offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N0003415 

System  name: 

Losses  of  Public  Funds  File 

System  location: 

Navy  Accounting  and  Finance  Center,  Code  NAFC-73,  Washing¬ 
ton,  DC  20376 

Categories  of  individuals  covered  by  the  system: 

Disbursing  personnel  who  are  entrusted  with  public  funds  and  who 
incur  losses  of  the  public  funds  entrusted  to  them. 

Categories  of  records  in  the  system: 

Alphabetized  folders  containing  reports  of  losses  of  public  funds, 
reports  of  investigations  into  losses  of  public  funds,  requests  for  relief 
of  liability  for  losses  of  public  funds  and  related  correspondence. 

Authority  for  maintenance  of  the  system: 

31  use  95a,  82a- 1,  and  82a-2 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Maintaining  documentation  relative  to  losses  of  public  funds  by 
accountable  disbursing  personnel.  Used  by  the  following  individuals 
for  the  purpose  of  processing  documentation  relative  to  losses  of 
public  funds:  Commanding  Officer,  Executive  Director;  Director, 
Functional  Systems  Department;  Director,  General  Systems  Division 
and  other  specified  individuals  within  the  General  Systems  Division. 
Inform  individuals  of  their  rights  to  repay  losses  or  to  submit  re¬ 
quests  for  relief  of  liability;  maintain  records  of  investigations  con¬ 
ducted;  approval  of  requests  for  relief  of  liability  for  losses  of  less 
than 
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S00;recommendations  to  the  Secretary  of  the  Navy  on  all  denials 
and  all  losses  of 

SOO  or  more;  and  control  over  liquidation  of  losses  by  relief  or  by 
collection  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  and  control  log 

Retrievability: 

Name  of  accountable  disbursing  individual  in  whose  custody  the 
public  funds  were  entrusted  when  the  losses  occured. 

Safeguards: 

Maintained  in  General  Services  approved  Class  3,  Security  Cabinet 
equipped  with  a  Type  II,  three  tumbler  combination  lock  accessible 
only  to  authorized  individuals. 

Retention  and  disposal: 

Transferred  to  Federal  Records  one  year  following  liquidation  of 
the  loss. 

System  managerts)  and  address: 

Commanding  Officer,  Navy  Accounting  and  Finance  Center,  Code 
NAFC-73,  Washington,  DC  20376 

Notification  procedure: 

Correspondence  only 

Record  access  procedures: 

The  agency's  rule  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rule  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Messages,  letters,  and  reports  of  investigations  into  losses  of  public 
funds  received  from:  accountable  disbursing  personnel,  commanding 
officers  of  Navy  and  Marine  Corps  activities  at  which  disbursing 
offices  are  located,  officers  appointed  to  conduct  Judge  Advocate 
General  Manual  investigations,  Commanding  Officer,  Naval  Investi¬ 
gative  Service,  Commandant  of  the  Marine  Corps,  and  Secretary  of 
the  Navy. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00037  CNM  (MAT  09G1) 

System  name: 

Investigatory  (Fraud)  System 

System  location: 

Chief  of  Naval  Material,  Navy  Department,  Washington,  D.C. 
20360 

Categories  of  individuals  covered  by  the  system: 

individuals  suspected  of  fraud,  convicted  of  fraud  in  Navy  pro¬ 
curement,  individuals  suspected  of  being  involved  in  theft  of  Govern¬ 
ment  property,  conflict  of  interest  in  matters  relative  ft>  Navy  pro¬ 
curement. 

Names  of  individuals  involved  in  areas  of  possible  criminal  miscon¬ 
duct  pertaining  to  procurement  and  related  matters  within  the  cogni¬ 
zance  of  CNM. 

Categories  of  records  in  the  system: 

1.  Administrative  memoranda 

2.  Investigative  report  summaries 

3.  Report  of  disciplinary  action  taken 

4.  Card  index  file,  containing  only  the  name  and  file  number.  It  is 
used  for  report  retrieval  purposes. 

5.  Pertinent  public  court  records. 

Authority  for  maintenance  of  the  system: 

Title  S,  U.S.  Code,  Section  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Uses  are  to  disseminate  information  on  procurement  fraud  and 
related  matters  to  the  officials  in  the  Department  of  the  Navy  to 
assure  that  they  are  notified  in  fraud  cases.  To  request  official  investi¬ 
gations,  audits,  to  respond  to  congressional  inquiries  and  to  request 
reports  of  final  action  taken.  Internal  users  are  subordinate  officials  to 
the  CNM,  CNO,  SECNAV  and  ASN.  Documents  furnished  to  De¬ 
partment  of  Justice  to  be  used  in  prosecutive  actions.  Reports  are 
also  used  in  connection  with  debarment/  suspension  actions  and 


require  notification  D/A,  AF,  DSA,  GSA,  Defense  Nuclear  Agency, 
MARCORPS  and  EXTAA. 

Referrals  to  NIS  (law  enforcement) 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  index  cards. 

Retrievability: 

By  name  and  ssn;  by  case  name,  type  of  crime  and  command. 

Safeguards: 

Access  is  limited  to  MAT  09G  personnel.  Files  are  stored  in  a 
locked  bar  cabinet.  The  area  is  sight  controlled  during  normal  work 
hours  and  locked  during  non  duty  hours.  Building  access  is  con¬ 
trolled  during  security  hours  by  a  Security  Force,  which  also  con¬ 
ducts  roving  patrols  of  the  building.  There  is  no  possibility  that  the 
computer  can  be  accessed  from  outside  the  controlled  area. 

Retention  and  disposal: 

Files  are  kept  for  three  years  after  final  action  is  taken. 

System  manageris)  and  address: 

Chief  of  Naval  Material  Deputy  Inspector  General  (Investigations) 
NAVMAT  09G1  Crystal  Plaza  Bldg.  5,  Rm  422  Washington  D.C. 
20360 

Notification  procedure: 

Written  request  to: 

Chief  of  Naval  Material 
ATTN:  Deputy  IG  (Investigations) 

MAT  09G1,  CP  5,  Rm  422 

Washington,  D.C.  20360  giving  full  name,  address,  social 
security  number  and  business  affiliation. 

Requester  may  visit,  after  written  visit  notification. 

Chief  of  Naval  Material 
Deputy  IG  (Investigations) 

MAT  09G1,  CP  5,  Rm  422 

Washington,  D.C.  20360  between  the  hours  of  09(X)-I5(X). 
Requestor  must  show  proof  of  identity  consisting  of  drivers 
license  or  ID  containing  photograph.  Military  ID  card,  etc. 

Record  access  procedures: 

The  Agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  Agencies  Rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Law  enforcement  investigative  reports.  Audit  Reports,  Inspection 
reports,  credit  reports  and  complainants. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552a  (k)  (1);  (2) 
and  (5),  as  applicable.  For  additional  information  contact  the  System 
Manager. 

N00037  NAVWUIS 

System  name: 

NAVY  WORK  UNIT  INFORMATION  SYSTEM 

System  location: 

Defense  Documentation  Center  Cameron  Station  Alexandria,  VA 
22314 

Categories  of  individuals  covered  by  the  system: 

Includes  name,  telephone  number,  organization  and  organization 
mailing  address  of  the  principal  investigator,  associate  investigators 
and  responsible  individual  for  each  Navy  research  and  development 
work  unit  done  by  Naval  activities  or  by  civilian  organizations. 

Categories  of  records  in  the  system: 

The  system  contains  the  data  submitted  on  a  DD  Form  1498 
(Research  and  Technology  Work  Unit  Summary)  for  each  Navy 
work  unit.  The  data  includes  the  following  items  pertaining  to  the 
work:  security  classification,  funding  source,  accession  number,  sum¬ 
mary  date,  start  and  completion  dates,  title,  description  (technical 
objective,  approach,  and  progress),  contract  data,  resource  data,  sci¬ 
entific  and  technological  areas  and  keywords. 

Authority  for  maintenance  of  the  system: 

5  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 
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Navy  activities  concerned  with  research,  development,  test  and 
evaluation,  all  other  government  agencies,  all  parts  of  the  legislative 
branch  of  government  and  register^  contractors  can  obtain  informa¬ 
tion  from  the  system  operated  by  the  Defense  Documentation 
Center.  Information  available  is  used  to: 

a.  Identify  on-going  DOD  research  and  technology  in  any  scientif¬ 
ic  discipline  or  technology  area. 

b.  Coordinate  programs  easily  with  other  DOD  components  and 
other  agencies  to  eliminate  undesirable  overlap  of  effort. 

c.  Determine  whether  specific  areas  of  endeavor  adequately  reflect 
DOD  policy  guidance. 

d.  Determine  the  approach  and  current  status  of  technical  efforts. 

e.  Identify  scientists  or  engineers  who  are  working  in  technical 
areas  of  interest  so  they  can  be  contacted  for  further  technical  infor¬ 
mation;  and 

f.  Maintain  current  awareness  through  periodic  review  of  progress 
statements  in  pertinent  work  units. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  computer  readable  form  at  the  Defense 
Documentation  Center  and  as  paper  flies  at  user  organizations. 

Retrievability: 

Information  retrievable  by  individual  name,  organization,  address, 
technical  area,  sponsoring  activity,  keywords,  source  of  funds  and 
most  items  listed  under  Record  category. 

Safeguards: 

Access  to  Defense  Documentation  Center  records  restricted  to 
government  and  civilian  organizations  registered  for  service.  Civilian 
organizations  must  be  sponsored  by  government  organizations.  Clas¬ 
sified  output  is  kept  in  safes,  vaults  and  locked  cabinets. 

Retention  and  disposal: 

The  Defense  Documentation  Center  records  are  updated  at  least 
annually  for  active  work  and  are  retained  for  completed  and  termi¬ 
nated  work. 

System  managers)  and  address: 

Chief  of  Naval  Material  (MAT  63T2)  Navy  Department  Washing¬ 
ton,  D.C.  20360 

Notification  procedure: 

Individuals  can  determine  whether  the  system  contains  records 
pertaining  to  them  by  contacting  the  SYSMANAGER  in  writing. 
The  individual  must  provide  his  full  name  and  organizational  affili¬ 
ations  for  the  time  period  to  be  checked.  Individuals  can  visit  the 
SYSMANAGER  to  make  the  determination  and  will  be  required  to 
show  proof  of  identity  provided  by  their  employer. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager.  , 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Navy  activities  performing  research  and  technology  work  units  or 
responsible  for  research  and  technology  work  done  by  contractors 
and  grantees. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00037  R&D  PLANNING 

System  name: 

NAVY  RESEARCH  AND  DEVELOPMENT  PLANNING 
SUMMARY  (DD-1634)  SYSTEM 

System  location: 

Defense  Documentation  Center  Cameron  Station  Alexandria,  V.A 
22314 

Categories  of  individuals  covered  by  tbe  system: 

Includes  name,  telephone  number,  organization  and  organization 
mailing  address  of  the  responsible  individual  for  each  Navy  research 
and  development  project  or  task  area. 

Categories  of  records  in  the  system: 

The  system  contains  the  data  submitted  on  a  DD  Form  1634 
(Research  and  Development  Planning  Summary)  for  each  project 
and  task  area.  The  data  includes  the  following  items:  accesssion 
number,  date  of  summary,  security  classification,  program  identifica¬ 
tion,  title,  responsible  DOD  organization,  start  and  completion  dates. 


resource  estimates,  scientific  and  technical  areas  and  description  of 
the  work  (objective,  approach,  plans,  progress  and  accomplishments). 

Authority  for  maintenance  of  the  system: 

S  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Navy  activities  concerned  with  research,  development,  test  and 
evaluation,  and  all  other  Dept,  of  Defense  agencies  can  obtain  infor¬ 
mation  from  the  system  operated  by  the  Defense  Documentation 
Center.  Information  available  is  used  to:  a.  Identify  planned  DOD 
research  and  technology  in  any  scientific  discipline  or  technology 
area  for  the  current  and  next  two  fiscal  years,  b.  Coordinate  pro¬ 
grams  easily  with  other  DOD  components  to  eliminate  undesirable 
overlap  of  effort;  and  c.  Identify  responsible  individuals  in  technical 
areas  of  intrest  so  they  can  be  contacted  for  further  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  computer  readable  form  at  the  Defense 
Documentation  Center  and  as  paper  files  at  user  organizations. 

Retrievability: 

Information  retrievable  by  individual  name,  organization,  technical 
area,  project  number,  task  area  number,  source  of  funds  and  most 
items  list^  under  Record  category. 

Safeguards: 

Access  to  Defense  Documentation  Center  DD-1634  records  is  re¬ 
stricted  to  Dept,  of  Defense  organizations  registered  for  service. 
Classified  output  is  kept  in  safes,  vaults  and  locked  cabinets. 

Retention  and  disposal: 

The  Defense  Documentation  Center  records  are  held  for  an  indefi¬ 
nite  period.  New  descriptions  are  added  annually  in  May  and  may  be 
updated  in  September. 

System  manager(s)  and  address: 

Chief  of  Naval  Material  (MAT  03T2)  Navy  Department  Washing¬ 
ton  D  C.  20360 

Notification  procedure: 

Individuals 'can  determine  whether  the  system  contains  records 
pertaining  to  them  by  contacting  the  SYSMANAGER  in  writing. 
The  individual  must  provide  his  full  name  and  organizational  affili¬ 
ations  for  the  time  period  to  be  checked.  Individuals  can  visit  the 
SYSMANAGER  to  make  the  determination  and  will  be  required  to 
show  proof  of  indentity  provided  by  their  employer. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Navy  activities  responsible  for  research  and  development  program 
planning. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00037  TECH  REPORTS 

System  name: 

NAVY  TECHNICAL  REPORTS  SYSTEM 

System  location: 

Defense  Documentation  Center  Cameron  Station  Alexandria,  VA 
22314 

Categories  of  individuals  covered  by  the  system: 

Includes  name,  organization  and  organizaton  address  for  the  author 
or  authors  of  each  research  and  development  report  by  a  Naval 
activity  or  by  a  Navy  contractor  or  grantee. 

Categories  of  records  in  the  system: 

The  system  contains  the  data  submitted  on  a  DD  Form  1473 
(Report  Documentation  Page)  for  each  Navy  sponsored  report.  The 
data  includes  the  following  items  pertaining  to  the  report:  Security 
classifications,  accession  number,  report  date,  title,  abstract,  sponsor 
identification,  contract  number,  scientific  and  technological  areas  and 
keywords. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Navy  activities  concerned  with  research,  development,  test  and 
evaluation,  all  other  government  agencies,  all  parts  of  the  legislative 
branch  of  government  and  registered  contractors  can  obtain  report 
information  from  the  system  operated  by  the  Defense  Documentation 
Center.  The  reports  are  used  to: 

a.  Identify  DOD  research  and  technology  results  in  any  scientific 
discipline  or  technology  area. 

b.  Monitor  programs  of  DOD  components  and  other  agencies  to 
locate  technics  efforts  applicable  to  current  problems. 

c.  Determine  the  approaches  and  results  of  different  technical 
efforts. 

d.  Identify  scientists  or  engineers  who  are  working  in  technical 
areas  of  interest  so  they  can  be  contacted  for  further  technical  infor¬ 
mation;  and 

e.  Maintain  awareness  of  progress  through  periodic  review  of 
current  technical  literature. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  * 

Records  are  maintained  in  computer  readable  form  at  the  Defense 
Documentation  Center  and  as  paper  Hies  at  user  organizations. 

Retrievability: 

Information  retrievable  by  individual  name,  organization,  technical 
area,  sponsoring  activity,  keywords,  and  most  items  listed  under 
Record  category. 

Safeguards: 

Access  to  Defense  Documentation  Center  records  restricted  to 
government  and  civilian  organizations  registered  for  service.  Civilian 
organizations  must  be  sponsored  by  government  organizatons.  Classi¬ 
ng  output  is  kept  in  safes,  vaults  and  locked  cabinets. 

Retention  and  disposal: 

The  Defense  Documentation  Center  records  for  technical  reports 
are  maintained  indefinitely. 

System  managerfs)  and  address: 

'  Chief  of  Naval  Material  (MAT  63T2)  Navy  Department  Washing¬ 
ton,  D.C.  20360 

Notification  procedure: 

Individuals  can  determine  whether  the  system  contains  records 
pertaining  to  them  by  contacting  the  SYSMANAGER  in  writing. 
The  individual  must  provide  his  full  name  and  organizational  affili¬ 
ations  for  the  time  period  to  be  checked.  Individuals  can  visit  the 
SYSMANAGER  to  make  the  determination  and  will  be  required  to 
show  proof  of  identity  provided  by  their  employer. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Navy  activities  performing  research  and  technology  work  and 
Navy  research  and  technology  contractors,  and  grantees. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00039  CONTFLDSERV 

System  name: 

Contract  Field  Service  File 

System  location: 

Commander  Naval  Electronic  Systems  Command  Washington, 
D.C.  20360 

tTategories  of  individuals  covered  by  the  system: 

Contractor  representatives  (engineers/technicians) 

Categories  of  records  in  the  system: 

NAVELEX  4603  maintains  a  contractor  field  engineer  file  system 
by  name  and  company.  The  only  personal  information  contained  in 
these  files  are  security  clearance  information  (degree,  date  cleared,  by 
whom),  date  and  place  of  birth,  and  social  security  number.  Contract 
services  requests  and  authorizations. 

Authority  for  maintenance  of  the  system: 

S  use  301,  Departmental  Regulation 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  in  the  system  is  used  for  notifying  ships,  ship¬ 
yards,  supships,  other  Navy  activities  and  some  contractor  plants  of 
reporting  engineers  security  information  for  tech  assists.  Internal 
users  other  than  4603  are  cognizant  engineers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability:  ' 

The  files  are  filed  by  company  and  name. 

Safeguards: 

The  files  are  located  in  a  locked  cabinet.  When  the  cabinet  is  open, 
personnel  is  in  the  room  at  all  times.  Normally  no  other  people  have 
access  to  these  files.  The  only  ones  that  could  have  access  based 
upon  a  need  to  know  are  the  cognizant  engineers  and  the  contractor 
representatives  may  review  their  own  personal  jacket.  ELEX  4603 
personnel  must  remove  records  from  cabinets. 

Retention  and  disposal: 

The  records  are  retained  as  long  as  the  engineer  is  employed  by 
the  company,  then  the  records  are  transferred  to  Archives  for  the 
standard  retention  period. 

System  managers)  and  address: 

Contract  Services  Coordinator,  ELEX  4603 

Notification  procedure: 

Request  must  be  made  to  system  manager  ELEX  4603.  Requestor 
must  provide  full  name,  social  security  number  and  photo  identifica¬ 
tion. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for.  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  source  of  information  is  from  the  contractor  representatives 
(engineers/  technicians)  employers. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00060  CL'BEX 

System  name: 

List  of  Cuban  Exile  Families  at  U.S.  Naval  Base  Guantanamo  Bay, 
Cuba 

System  location: 

Commander  in  Chief,  U.  S.  Atlantic  Fleet  (N94),  Norfolk,  Virginia 
23S11 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees  at  U.S.  Naval  Base  Guantanamo  Bay, 
Cuba,  who  are  Cuban  exiles. 

Categories  of  records  in  the  system: 

Listing  contains: 

(a)  Name  of  Head  of  Household 

(b)  Number  of  Dependents 

(c)  Age  of  Head  of  Household 

(d)  Data  on  who  possesses  an  alien  registration  card 

(e)  Date  when  head  of  household  and  dependents  depart 
GITMO. 

(0  Destination  of  departing  exiles.  U.S.  or  third  country 

(g)  Information  copy  of  miscellaneous  information  provided  by 
COMNAVBASE  GITMO  to  Health,  Education  and  Welfare, 
and  Naturalization  and  Immigration  ^rvice  for  relocation 
arrangements  and  assistance.  (This  information  being  provided 
under  Provisions  of  Privacy  Act  by  HEW.) 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Users  -  CINCLANTFLT,  COMNAVBASE  GITMO,  NAS 
GITMO,  NAVSTA  GITMO,  CNO,  HEW,  Immigration  and  Natu¬ 
ralization  Service 

Uses  -  Ascertains  base  loading  and  requirements  for  relocation  of 
aging  alien  work  force  for  relocation  to  U.S.  or  third  country;  deter- 
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mination  of  who  holds  ARC’S  and  to  encourage  those  without 
ARC’S  to  obtain  same  to  facilitate  departure  from  GITMO,  and 
statistical  purposes.  Once  a  Cuban  exile  enters  U.S.  as  an  alien, 
information  is  retained  as  to  location  in  u.S.  All  entries  are  used  by 
CINCLANTFLT  primarily  for  statistical  and  planning  purposes  re¬ 
lated  to  above.  NOTE:  When  these  non-citizens  enter  U.S.  as  aliens, 
-  they  fall  under  the  Privacy  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folders 
Retrievability: 

Manual  effort  by  Head  of  Household  name 
Safeguards: 

Files  located  in  controlled  area,  in  locked  safe.  Access  based  on 
need  to  know  •  official  use  only. 

Retention  and  disposal: 

Records  will  be  maintained  as  long  as  there  are  Cuban  exiles  at 
Guantanamo  Bay,  Cuba.  When  all  exiles  have  departed  or  situation 
changes  between  U.S.  and  Cuba,  files  may  be  destroyed  depending 
on  situation. 

System  managerts)  and  address: 

Financial  Management  Officer,  Shore  Activities  Readiness  Divi¬ 
sion.  CINCLANTFLT,  Norfolk.  Virginia  23511 
Notification  procedure: 

Letters  of  inquiry  should  be  addressed  to  Sysmanager  noted  above 
and  contain  sufficient  information  to  identify  sender.  Information 
should  include  employment  dates  of  head  of  household  while  em¬ 
ployed  at  GITMO,  activity  employed  by,  ARC  number  and  names 
and  location  of  dependents. 

Personal  Visit  -  Personal  contacts  with  Cuban  exiles  not  normally 
envisioned.  However,  any  personal  contacts  with  Sysmanager  will  be 
at  CINCLANTFLT  Compound,  Building  3  North,  Room  206.  Pro¬ 
vide  adequate  identification  such  as  drivers  license,  ARC  and  be 
prepared  to  answer  same  questions  required  by  letter  inquiry. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Source  of  information  derived  from  official  civilian  personnel  fold¬ 
ers  and  direct  query  of  Cuban  exiles.  Information  provided  CIN¬ 
CLANTFLT  by  COMNAVBASE,  GITMO. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00062  INSGEN 

System  name: 

Naval  Educational  Development 
System  location: 

Chief  of  Naval  Education  and  Training  Naval  Air  Station  Pensaco¬ 
la,  FL  32508 

Categories  of  individuals  covered  by  the  system: 

Formal/Informal  investigations,  inquiries  conducted  as  directed  by 
CNET  and  higher  authority 
Categories  of  records  in  the  system: 

Reports  of  investigations,  inquiries 
Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Results  reported  to  requesting  authority.  Files  are  then  stored  until 
time  for  disposal  in  accordance  with  Records  Disposal  Instructions 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 
Retrievability: 

Name,  grade,  title,  position 
Safeguards: 


Stowed  in  3-tumbler  safe;  access  to  authorized  personnel  only 
Retention  and  disposal: 

Per  Records  Disposal  Instructions 
System  managerfs)  and  address: 

Staff  Inspector  General  and  his  immediate  staff 
Notification  procedure: 

Information  is  available  to  individuals  but  is  restricted  to  the  extent  * 
that  the  source  of  the  information  is  not  revealed. 

I  Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Multitude  of  sources  as  determined  by  the  scope  of  the  investiga¬ 
tion,  inquiry. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00062  LORR  1130 

System  name: 

Low  Quality  Recruiting  Report  (CNET  Report  1130-1) 

System  location: 

Commander,  Naval  Recruiting  Command  4015  Wilson  Blvd  Ar¬ 
lington,  Va  22203 

Categories  of  individuals  covered  by  the  system: 

Reports  of  enlisted  performance 
Categories  of  records  in  the  system: 

Reports  of  performance 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Navy  Recruiting  Command  and  the  Chief  of  Naval 
Education  and  Training,  Chief  of  Naval  Technical  Training,  and  the 
Recruit  Training  Center  to  evaluate  the  quality  of  recruits  with  a 
view  towards  improvement  of  recruitment  and  training. 

Policies  and  practices  fqr  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folder 
Retrievability: 

Random  filing  by  submitting  activity 
Safeguards: 

Maintained  in  locked  safe  in  controlled  building 
Retention  and  dispo^l: 

Two  years 

System  manageris)  and  address: 

Commander  Navy  Recruiting  Command 
Notification  procedure: 

By  individual  request  upon  presentation  of  letter  or  identification. 
Must  provide  program  and  name. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager 
Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Service  Record  entries.  Commanding  Officers  performance  evalua¬ 
tions 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00062  NEDRECS 

System  name: 

Naval  Educational  Development  Records. 

System  location: 
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Chief  of  Naval  Education  and  Training  Naval  Air  Station  Pensaco¬ 
la,  FL  32508 

Categories  of  individuals  covered  by  the  system: 

Applications,  participants,  graduates  and  staff  of  officer  acquisition. 

[irofessional  development.  Navy  Youth,  dependents’  education  (At- 
antic),  and  Non-Traditional  Education  Support  programs. 

Categories  of  records  in  the  system: 

Applications,  biographical  information,  student  records  and  reports 
of  performance,  gr^uation,  and  disenrollment. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Naval  Educational  Development  staff  members,  selection 
boards.  Bureau  of  Naval  Personnel  and  Navy  media  for  selection, 
student  monitoring,  and  utilization  of  graduates. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  and  punched  cards. 

Retrievability: 

Name  and  SSN 
Safeguards: 

Locked  buildings  and  access  only  to  authorized  personnel. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual 
System  manageris)  and  address: 

Director  of  Naval  Educational  Development  (See  location  section) 
Notification  procedure: 

By  individual  request  upon  presentation  of  letter  of  identification. 
Must  provide  program  and  name. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Individual  applications,  selection  board  proceedings,  transcripts, 
and  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00062  NROTC 

System  name: 

NROTC  Educational  Development  Records 
System  location: 

Chief  of  Naval  Education  and  Training  Naval  Air  Station  Pensaco¬ 
la,  FL  32508 

Categories  of  individuals  covered  by  the  system:  ■ 

NROTC  Scholarship  Candidate  Placement  Records,  NROTC  Stu¬ 
dent  Attrition  Records,  NROTC  Student  Jackets,  Applications  for 
NROTC  Program,  Commanding  Officers  and  Executive  Officers  of 
NROTC  units. 

Categories  of  records  in  the  system: 

Information  concerning  students  selected  as  principal  and  alternate 
candidates  for  NROTC  scholarship.  Contains  name,  SSN,  address, 
telephone  number,  academic  scores,  medical  qualification,  race,  and 
sex. 

Reports  of  disenrollment,  appointment  to  commissioned  status,  and 
non-  selection  as  an  applicant  for  the  NROTC  program. 

Student  records  containing  enlistment  cntract,  service  agreement, 
officer  candidate  training  application,  evidence  of  citizenship,  birth 
certificate,  reports  of  medical  qualification,  aptitude  for  naval  service 
evaluations,  academic  records,  personal  history  information,  report  of 
security  clearances  granted,  special  request,  and  action  of  boards 
concerning  these  special  request. 

Application  file  consisting  of  officer  candidate  training  request, 
service  agreement,  report  of  medical  qualification,  evidence  of  citi¬ 
zenship,  personal  history,  interviewers'  appraisal  sheets,  and  academic 
records. 

Officer  Biogrhphy  Sheet  (NAVPERS  979) 

Authority  for  maintenance  of  the  system: 


5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Assignment  of  scholarship  selectees  to  various  NROTC  hosted 
institutions. 

Provides  reference  to  individuals’s  attrition  from  the  NROTC  pro¬ 
gram. 

Provides  program  manager  with  information  to  determine  students 
eligibility  for  continuation  in  program  and  eventual  commissioning  as 
naval  officer.  Information  also  used  by  Chief  of  Naval  Personnel, 
Commander  Navy  Recruiting  Command  and  Commandant  of  the 
Marine  Corps. 

Determine  applicants  eligibility  for  enrollment  in  NROTC  pro¬ 
gram. 

Assistance  in  preparing  Fitness  Reports,  award  recommendations, 
TAD  assignments  in  conjunction  with  summer  training  and  preparing 
background  information  for  Flag  and  high  government  official  visits 
to  the  NROTC  unit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  index  cards,  and  notebook 

Retrievability: 

Name,  SSN,  and  NROTC  unit. 

Safeguards: 

Secured  room  and  building.  Access  to  information  to  authorized 
personnel  only. 

Retention  and  disposal: 

Per  SECNi^V  Records  Disposal  Manual. 

System  manager(s)  and  address: 

NROTC,  CNET,  NAS.  Pensacola.  FL. 

Notification  procedure: 

Call  or  write  system  manager  listed  above. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager,. 

Record  source  categories: 

Individual  concerned,  CHNAVPERS,  COMNAVCRUITCOM, 
and  NROTC  unit. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00063CDP 

System  name: 

Career  Development  Program  for  Communicators 

System  location: 

Commander  Naval  Telecommunications  Command  Naval  Tele¬ 
communications  Command  (NAVTELCOM)  Headquarters  4401 
Massachusetts  Avenue,  N.W.  Washington,  D.C.  20390 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees  of  NAVTELCOM  in  GS-393  series 

Categories  of  records  in  the  system: 

Questionnaire  completed  by  employees  giving  name,  duty,  work 
and  education  experience,  birth  date,  grade  level,  telephone  number 
(work) 

Authority  for  maintenance  of  the  system: 

5  use  301,  Departmental  regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  system  managers  of  NAVTELCOM  for  implementing  and 
managing  the  Career  Development  Progratn,  Navy  Office  of  Civilian 
Manpower  Management  similarly;  Defense  Department  similarly; 
Civil  Service  Commission  similarly; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

Retrievability: 

Name 
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Safeguards: 

Safes  and  vaults 
Retention  and  disposal: 

Records  destroyed  by  burning  upon  separation  of  employee 
System  managerts)  and  address: 

Commander  Naval  Telecommunications  Command  4401  Massachu¬ 
setts  Avenue,  N.W.  Washington,  D.C.  20390  Civilian  Manpower 
Coordinator,  NAVTELCOM,  same  address 
Notification  procedure: 

Provide  name  to  Civilian  Manpower  Coordinator,  address  above. 
Room  138,  with  routine  ID  card,  driver’s  license,  etc. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the  - 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Questionnaire  completed  by  employee 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00063FrAR 

System  name: 

Field  Training  Assistance  Representatives  (FTAR)  File 
System  location: 

Commander  Naval  Telecommunications  Command  Naval  Tele¬ 
communications  Command  (NAVTELCOM)  Headquarters  4401 
Massachusetts  Avenue,  N.W.,  Washington,  D.C.  20390 
Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  NAVTELCOM  especially  designated  to 
provide  technical  training  assistance  to  NAVTELCOM  field  activi¬ 
ties. 

Categories  of  records  in  the  system: 

Name,  grade,  position,  duty  station,  reports  of  training  conducted, 
evaluations  of  performance,  schedules  of  employment,  work  and  edu¬ 
cation  history,  official  correspondence  from  field  commanding  offi¬ 
cers.  ^ 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  NAVTELCOM  executives  in  managing  FTAR  program, 
for  up-dating  FTAR  training,  reassigning  FTARs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 

Name 

Safeguards: 

Safes  and  vaults 
Retention  and  disposal: 

Retained  indefinitely  for  historical  purposes. 

System  manageKs)  and  address: 

Commander  Naval  Telecommunications  Command  4401  Massachu¬ 
setts  Avenue,  N.W.,  Washington,  D.C.  20390  Director  Resources, 
NAVTELCOM,  same  address 
Notification  procedure: 

Provide  name  to  Director  Resources,  address  above.  Room  139, 
with  routine  ID  card,  drivers  license,  etc. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 


Applications  for  employment,  official  civilian  personnel  jacket,  of¬ 
ficial  Navy  orders  to  temporary  duty,  official  correspondence  from 
employee  and  field  commanding  officers 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00063NC09PS 

System  name: 

Personnel  Information  System 
System  location: 

Commander  Naval  Telecommunications  Command  Naval  Tele¬ 
communications  Command  Headquarters  4401  Massachusetts  Avenue 
Washington  D.C.  20390 
Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  employees 
Categories  of  records  in  the  system: 

Civilian  Records;  Military  Personnel  Records;  Personnel  Security 
Information 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Ready  source  of  information  on  Headquarters  personnel  regarding 
billets,  position  titles,  security  clearances,  etc.  Used  internally  only 
for  administrative  purposes 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  Tape  and  Punched  Cards 
Retrievability: 

Name 

Safeguards: 

Safes  and  vaults 
Retention  and  disposal: 

Information  on  an  individual  is  scrubbed  from  system  within  60 
days  following  terminiation  of  employment  with  Headquarters 
System  managers)  and  address: 

Director  Administration  Headquarters  Naval  Telecommunications 
Command  4401  Massachusetts  Avenue  Washington  D.C.  20390 
Notification  procedure: 

By  contacting  System  Manager  at  above  address.  Requestor  should 
provide  full  name  and  dates  employed  by  Headquarters  Naval  Tele¬ 
communications  Command.  Requestor  may  visit  the  Headquarters  to 
determine  whether  the  system  contains  records  pertaining  to  him. 
Usual  identification,  such  as  a  valid  driver’s  license,  military  ID  card, 
etc.,  will  be  accepted  as  proof  of  identity. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Applications  for  employment,  military  personnel  records,  reports 
of  results  of  Background  Investigations,  National  Agency  Checks, 
etc. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00069NSGAGNPAC01 

System  name: 

Professional  Qualifications  Records  (PQR’s) 

System  location: 

Commander,  Naval  Security  Group  Command,  3801  Nebraska 
Avenue,  N.W.,  Washington,  D.C.  20390 
Categories  of  individuals  covered  by  the  system: 

Any  civilian  or  military  employee  of  the  Naval  cryptologic  com¬ 
munity  who  applies  for  Professionalization 
Categories  of  records  in  the  system: 

File  contains  individual’s  Professional  Qualifications  Record,  which 
is  a  summary  of  the  individual’s  education,  training,  experience,  and 


74616 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17, 1979  /  Notices 


awards.  It  also  contains  evaluations  of  the  PQR  made  by  the  appro¬ 
priate  Career  Panel. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Civilian  Personnel  OfTice  •  To  determine  whether  individual  is  a 
suitable  aspirant  for  Professionalization  and  whether  revisions  and/or 
updates  are  necessary.  National  Security  Agency  -  To  determine 
whether  the  PQR  shows  that  the  individual  meets  all  the  necessary 
requirements  for  Professionalization. 

Policies  and  practice  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 

Filed  alphabetically  by  last  name  of  individual  aspirant 
Safeguards: 

Building  employs  security  guards.  Access  to  Civilian  Personnel 
Office  limited  to  personnel  with  proper  clearances.  Files  kept  in 
combination  safe. 

Retention  and  disposal: 

Records  are  permanent.  The  authority  provides  a  continuing  re¬ 
quirement  for  the  records. 

System  manageris)  and  address: 

Commander,  Naval  Security  Group  Command,  3801  Nebraska 
Avenue,  N.W.,  Washington,  D.C.  20390 
NotiHcation  procedure: 

Send  request  to  SYSMANAGER.  Request  should  include  full 
name,  DPOB,  military  status,  SSAN  (if  you  voluntarily  include  it)  or 
service  number.  Visits  for  the  purpose  of  obtaining  information  must 
be  submitted  in  writing  to  Command,  Naval  Security  Group  Com¬ 
mand,  3801  Nebraska  Avenue,  N.W.,  Washington,  D.C.  203W,  who 
will  advise  of  time/date/place  for  viewing  records  or  will  advise 
whether  system  contains  records  pertaining  to  the  requester.  Sched¬ 
uled  visitors  must  be  prepared  to  present  adequate  proof  of  identifica¬ 
tion  •  i.e.  •  combination  of  full  name,  DPOB,  parent(s)  name,  drivers 
license,  medicare  card,  military  I.D.  card  if  applicable. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER 
Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 
Record  source  categories: 

Information  is  provided  by  individual  aspirant.  PQR  may  include 
transcripts  provided  to  individual  by  educational  institutions. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00069NSGHG1  IPACOl 

System  name: 

NAVAL  RESERVE  SECURITY  GROUP  PERSONNEL  REC¬ 
ORDS 

System  location: 

Commander,  Naval  Security  Group  Command  Naval  Security 
Group  Headquarters  3801  Nebraska  Avenue,  NW,  Washington  D.C. 
20390 

Categories  of  individuals  covered  by  the  system: 

Naval  Reserve  Security  Group  Personnel 
'  Categories  of  records  in  the  system: 

System  comprises  records  reflecting  information  pertaining  to  re¬ 
servist’s  ACDUTRA  (Active  Duty  for  Training);  miscellaneous  per¬ 
sonnel  actions,  i.e.,  in-training  status  for  change  of  rank/  designator/ 
rate;  clearance  certificate;  congratulatory  letters  to  officers  upon  pro¬ 
motion;  history  of  past  ACDUTRA  performed;  correspondance 
courses  completed;  old  data  cards  and  clearance  eligibility  letters 
Authority  for  maintenance  of  the  system: 

5  use  301  DEPARTMENTAL  REGULATIONS 
Routine  uses  of  records  maintained  in  the  system,  induding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Reserve  Personnel  Support  Branch  -  to  verify:  past  active  duty  and 
ACDUTRA  performed;  currency  of  clearance  status;  mobilization 
assignment;  civilian  skills  acquired 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper-records  in  file  folders 
Retrievability: 

Filed  alphabetically  by  last  name  of  reservist 
Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  who  are  properly  screened, 
cleared  and  trained 
Retention  and  disposal: 

Records  are  retained  in  active  file  until  reservist  has  fulfilled  drill¬ 
ing  obligation  or  upon  discharge  or  transfer  to  stand-by  reserve 
System  managerfs)  and  address: 

Commander,  Naval  Security  Group  Command  Naval  Security 
Group  Headquarters  3801  Nebraska  Avenue,  NW,  Washington  D.C. 
20390 

Notification  procedure: 

a.  Send  request  to  SYSMANAGER 

b.  Full  name,  DPOB,  military  status,  SSAN  (if  you  will  voluntarily 
include  it)  or  service  number 

c.  Visits  for  the  purpose  of  obtaining  information  must  be  submit¬ 
ted  in  writing  to  Commander,  Naval  Security  Group  Command, 
3801  Nebraska  Avenue,  NW,  Washington  D.C.,  203%,  who  will 
advise  of  time/date/place  for  viewing  records  or  will  advise  whether 
system  contains  records  pertaining  to  the  requestor 

d.  Scheduled  visitors  must  be  prepared  to  present  adequate  proof 
of  identification  -  le.,  combination  of  full  name,  DPOB,  parentfs) 
name,  driver’s  license,  medicare  card,  military  I.D.  card,  if  applicable 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager 
Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager 
Record  source  categories: 

District  Officers  for  Naval  Reserve  Security  Group  Commanding 
Officers  of  Naval  Reserve  Security  Group  Divisions  Commanding 
Officer,  Naval  Technical  Training  Center,  Pensacola,  FL 
Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00069NSGHG12PAC01 

System  name: 

Naval  Security  Group  Personnel  Security/ Access  Files 
System  location: 

The  central  record  system  is  located  at; 

Commander,  Naval  Security  Group  Command 
3801  Nebraska  Ave.,  N.W., 

Washington,  D.C.  20390 

Duplicates  of  portions  of  records  may  be  held  by  other  Naval  and 
Marine  Corps  activities  served  by  a  Naval  Security  Group  Special 
Security  Officer.  Records  pertaining  to  Naval  and  Marine  Corps 
military  personnel  who  were  considered  but  not  selected  for  as.sign- 
ment  to  the  Naval  Security  Group  while  undergoing  recruit  training 
are  located  at  one  of  the  following  locations: 

Resident  in  Charge 
Naval  Security  Group  Field  Office 
Bldg  848 

Marine  Corp  Recruit  Depot 
Parris  Island,  South  Carolina  29905 
Resident  in  Charge 
Naval  Security  Group  Field  Office 
Naval  Administrative  Command 
Naval  Training  Center,  Bldg  1411,  Room  112 
Great  Lakes,  Illinois  60088 
Resident  in  Charge 
Naval  Security  Group  Field  Office 
U.S.  Naval  Training  Center 
San  Diego,  California  92133 
Resident  in  Charge 

Naval  Security  Group  Field  Office  - 
Naval  Training  Center 
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Orlando,  Florida  32813 

Categories  of  individuals  covered  by  the  system; 

Naval  and  Marine  Corps  military  and  civilian  personnel  assigned  to 
or  employed  by  the  Naval  Security  Group,  including  the  Reserve 
components  thereof,  or  who  have  been  considered  for  such  assign¬ 
ment  or  employment. 

Categories  of  records  in  the  system: 

The  file  may  contain  personal  history  information,  investigative 
reports,  security  suitability  reports,  incident  reports,  and  other  data 
pertinent  to  determination  of  eligibility  for  access  to  Special  Intelli¬ 
gence  (SI)  information,  including  the  decisions  made  in  each  case. 
The  file  also  contains  records  of  authorized  access  to  classified  infor¬ 
mation. 

Authority  for  maintenance  of  the  system: 

E.O.  I04S0  Eisenhower  Security  Program 

E.O.  II6S2  Classification  and  Declassification  of  National  Security 
Information  and  Material 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  collected  and  used  by  SI  security  personnel  for  the 
purposes  of  determining  the  individual's  eligibility  for  access  to  SI 
information,  of  maintaining  a  record  of  the  degree(s)  to  which  access 
to  SI  has  been  authorized,  and  of  determining  the  extent,  if  any,  to 
which  controls  must  be  exercised  to  prevent  the  compromise  of  SI 
through  hostile  foreign  intelligence  activity.  Information  may  be  dis¬ 
seminated  outside  the  Department  of  the  Navy  to  the  National  Secu¬ 
rity  Agency,  Defense  Intelligence  Agency,  Army  Security  Agency, 
Air  Force  Security  Service,  Central  Intelligence  Agency,  White 
House  Communications  Agency  and/or  the  Defense  Industrial  Secu¬ 
rity  Clearance  Office  for  the  purpose  of  determining  the  individual’s 
eligibility  for  access  to  classified  information  under  the  user  Agency’s 
cognizance.  Information  may  be  disseminated  to  the  Defense  Investi¬ 
gative  Service  and  Naval  Investigative  Service  for  the  purpose  of 
conducting  investigations  on  which  to  base  SI  eligibility  decisions. 
The  access  record  portion  of  the  system  may  be  made  available  to 
the  Director  of  Central  Intelligence  to  maintain  an  index  of  personnel 
who  have  been  granted  access  to  certain  sensitive  intelligence  pro¬ 
grams. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system:  - 

Storage: 

File  folders  and  magnetic  tape. 

Retrievability: 

By  name  and  date/place  of  birth. 

Safeguards: 

Approved  security  areas  with  alarms  and  guards.  Access  is  limited 
to  assigned  personnel  who  have  been  found  eligible  for  access  to  SI 
and  received  specific  instruction  in  the  handling,  security,  and  dis¬ 
semination  policy  of  information  in  the  files. 

Retention  and  disposal: 

Central  record  system  retained  for  thirty  years  after  last  action. 
Records  held  at  Naval  Security  Group  Field  Offices  forwarded  to 
central  system  after  two  years.  Records  retained  in  central  record 
system  and  destroyed  by  burning,  shredding,  degaussing  or  chemical 
destruction  at  end  of  retention  period. 

System  managerts)  and  address: 

Commander,  Naval  Security  Group  Command  3801  Nebraska 
Ave.,  N.W.  Washington,  D.C.  20390 

Notification  procedure: 

a.  Send  request  to  SYSMANAGER 

b.  Full  name,  date  and  place  of  birth,  military  status,  social  security 
number  (if  voluntarily  included)  or  service  number. 

c.  Visits  for  the  purpose  of  obtaining  information  must  be  submit¬ 
ted  in  writing  to  Commander,  Naval  Security  Group  Command, 
3801.  Nebraska  Ave.,  N.W.,  Washington,  D.C.  20390  who  will  advise 
of  time/date/place  for  viewing  records  or  will  advise  whether 
system  contains  records  pertaining  to  the  requester. 

d.  Scheduled  visitors  must  be  prepared  to  present  adequate  proof 
of  identification-i.e.-combination  of  full  name,  date  and  place  of  birth, 
parent(s)  name,  drivers  license,  medicare  card,  military  identification 
card  if  applicable. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 


The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

In  addition  to  information  furnished  by  the  individual  himself,  files 
contain  information  furnished  by  federal  investigative  agencies,  other 
SI  security  organizations,  and  reports  submitted  by  Naval  Security 
Group  Special  Security  Officer.  Files  also  include  administrative 
correspondence  among  associated  personnel  and  security  offices  of 
the  executive  branch. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N00069NSGHG13PACXI1 

System  name: 

Personnel  Resources  Information  System  for  Management 
(PRISM) 

System  location: 

Commander,  Naval  Security  Group  Command  Naval  Security 
Group  Headquarters  3801  Nebraska  Avenue,  NW,  Washington,  D. 
C.  20390 

Categories  of  individuals  covered  by  the  system: 

Active  duty  Navy  and  Marine  Corps  personnel  and  Naval  and 
Marine  Corps  Reserve  personnel  affiliated  with  the  Naval  Security 
Group.  Also  civilian  personnel  holding  a  NAVSECGRU  clearance. 

Categories  of  records  in  the  system: 

System  comprises  automated  records  reflecting  information  per¬ 
taining  to  the  pesonnel  identification,  location,  current  duties,  profes¬ 
sional  qualifications  and  experiences,  education,  rotation  data,  person¬ 
al  information  (marital  status,  dependents,  home  of  record)  and 
career  information  (dates  of  expiration  of  enlistment,  release  from 
active  duty  and  security  clearance  data) 

Authority  for  maintenance  of  the  system: 

5  use  301  DEPARTMENTAL  REGULATIONS 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Military  and  civilian  personnel  of  the  Naval  Security  Group  Head¬ 
quarters  in  the  performance  of  their  official  duties  relating  to  the 
planning  and  management  of  NAVSECGRU  personnel  resources. 
Regularly  produced  management  reports  are  used  to  determine:  ade¬ 
quacy  of  the  personnel  manning  posture  (quantitatively  and  qualita¬ 
tively)  at  NAVSECGRU  field  activities;  trends  concerning  levels  of 
various  NAVSECGRU  personnel  skills;  trends  in  enlistments,  re¬ 
enlistments,  training  quotas,  retirements;  also,  data  base  is  often  quer¬ 
ied  for  one-time,  non-routine  information  to  satisfy  priority  require¬ 
ments.  Personnel  of  the  Bureau  of  Naval  Personnel  use  the  system 
regularly  to  assist  in  meeting  authorized  NSG  personnel  requirements 
and  identification  of  NSG  training  requirements.  Civilian  and  Mili¬ 
tary  officials  of  the  National  Security  Agency  use  overall  NAVSEC¬ 
GRU  population  distribution  to  assess  adequacy  of  personnel  levels 
and  skills  in  meeting  national  cryptologic  requirements.  NAVSEC¬ 
GRU  Area  Directors  in  Atlantic,  Pacific  and  European  Commands 
in  order  to  determine  manning  and  skill  posture  within  their  respec¬ 
tive  theaters.  Officials  of  NAVSECGRU  field  stations  world-wide  in 
order  to  determine  numbers  and  skills  of  personnel  ordered  to  report 
for  duty.  Officials  of  Naval  Technical  Center  Pensacola  Florida  for 
purpose  of  mailing  advancement  examinations  and  other  training  ma¬ 
terials. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  on  magnetic  tapes,  discs,  punched  cards,  micro¬ 
fiche  and  computer  paper  printouts. 

Retrievability: 

Records  are  retrieved  by  name,  social  security  number,  skill  codes, 
duty  stations,  career  information  (dates  of  enlistment,  expected  re¬ 
lease),  education,  rating  and  paygrade. 

Safeguards: 

The  computer  facility  and  terminal  are  located  in  restricted  areas 
accessible  only  to  authorized  persons  that  are  properly  screened, 
cleared  and  trained.  Records  and  computer  printouts  are  available 
only  to  authorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Computer  magnetic  tapes  are  erased  three  months  after  they  are 
created.  Punched  cards  are  converted  to  magnetic  tape  and  de- 
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stroyed.  Microfiche  and  paper  printouts  are  retained  3  years  or  until 
superseded. 

System  managerts)  and  address: 

Commander,  Naval  Security  Group  Command  Naval  Security 
Group  Headquarters  3801  Netiraska  Avenue,  NW,  Washington,  D.C. 
20390 

Notification  procednre:  ^ 

Send  request  to  SYSMANAGER.  Full  name,  DPOB,  military 
status,  SSAN  (if  you  will  voluntarily  include  it)  or  service  number. 

Visits  for  the  purpose  of  obtaining  information  must  be  submitted 
in  writing  to  Commander,  Naval  Security  Group  Command,  3801 
Nebraska  Avenue,  NW,  Washington,  D.C.  20390,  who  will  advise  of 
time/date/place  for  viewing  records  or  will  advise  whether  system 
contains  records  pertaining  to  the  requestor.  Scheduled  visitors  must 
be  prepared  to  present  adequate  proof  of  identification  •  i.e.,  combi* 
nation  of  full  name,  DPOB,  parent(s)  name,  driver’s  license,  medicare 
card,  military  I.D.  card,  if  applicable. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  content  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories:  ^ 

Chief  of  Naval  Personnel  MAPMIS  (Manpower  Management  In¬ 
formation  System)  ADP  file;  Naval  Security  Group  field  sites;  Naval 
Security  Group  Field  Office  Representatives. 

S)'stenis  exempted  front  certain  provisions  of  the  act: 

None 

N00159  D-3/01 

System  name: 

Seismic  survey  list  of  companies  involved  in  outer  continental 
shelf 

System  location: 

Commandant,  THIRD  Naval  District  Flushing  and  Washington 
Aves.  Brooklyn,  NY  11251 
Categories  of  individuals  covered  by  the  system: 

Contact  personnel  of  each  company  for  information  on  survey  or 
drilling  activity. 

Categories  of  records  in  the  system: 

Correspondence  file 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Contact  with  individual  companies  for  scheduling  and  coordina¬ 
tion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 
Retrievability: 

Name 

Safeguards: 

Safes 

Retention  and  disposal: 

Maintained  as  long  as  activity  is  going  on,  then  burned. 

System  manageris)  and  address: 

Air  Operations/Oceanographic  Officer 
Notification  procedure: 

Refer  to  sysmanager 
Record  access  procedures: 

The  agency’s  rilles  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Department  of  Interior  files. 


Systems  exempted  from  certain  provisions  of  the  act: 

None  ’ 

N00164  01 

System  name: 

Employee  Explosives  Certification  Program 
System  location: 

Organization  elements  of  the  Department  of  the  Navy  as  listed  in 
the  directory  of  Department  of  the  Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

All  personnel  involved  in  the  process  or  evolutions  of  explosives 
operations 

Categories  of  records  in  the  system: 

Individual  certifying  document  and  combined  register  of  all  em- 
’  ployees  certified 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  record  the  names  of  all  employees  and  their  qualifications  to 
work  in  certain  categories  of  explosives  operations 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder,  punched  cards 
Retrievability: 

SSN,  Name 

Safeguards:  ^ 

Personnel  escort  required 
Retention  and  disposal: 

Permanent,  unless  employee  terminates  or  is  no  longer  involved  in 
explosives  processes.  Document  returned  to  employee’s  department 
for  routine  disposal  after  deletion  from  program 
System  manageris)  and  address: 

Commanding  officer  or  head  of  the  organization  in  question.  See 
directory  of  Department  of  Navy  mailing  addresses. 

Notification  procedure: 

Individuals  may  inspect  personnel  certifying  documents  at  local 
activity  to  which  individual  assigned.  Requesters  must  be  escorted 
and  provide  identification  for  inspection  of  their  personnel  records. 
Record  access  procedures: 

The  agency  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager 
Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager 
Record  source  categories: 

Personnel  files,  previous  supervisors 

Systems  exempted  from  certain  provisions  of  the  act: 

None  ^ 

N00173  DECIO-ADPBUD 

System  name: 

ADP  Budget 
System  location: 

Director  Naval  Research  Laboratory  Washington,  D.C.  20375 
Categories  of  individuals  covered  by  the  system: 

Employees  and  former  employees  of  the  Naval  Research  Labora¬ 
tory  who  by  the  definitions  contained  in  SECNAVINST  5238. 1 A  of 
15  Feb  1973  are  reportable  for  purposes  of  Resource  Accounting  in 
Data  Processing  related  activities. 

Categories  of  records  in  the  system: 

Contains  name,  pay  number,  grade,  step,  salary  related  data,  man- 
years  of  effort  (either  actual  or  project^)  salary  related  data  and 
changes  in  pay  status  (either  actual  or  projected)  which  would  affect 
salary  costs. 

Authority  for  maintenance  of  the  system: 

5USC  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 
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Data  is  used  by  managers  of  computer  oriented  organizations  to 
formulate  Budgets  for  inclusion  in  the  Automatic  Data  Processing 
Program  Reporting  System  -  Resource  Accounting  (Dept,  of  the 
Navy). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folders  and  magnetic  disc 

Retrievability: 

Pay  number. 

Safeguards: 

Locked  cabinets,  personnel  screening,  (need  to  know)  visitor  con¬ 
trols,  computer  systems  software  including  password  protection. 

Retention  and  disposal: 

Routinely  discarded  after  three  years. 

System  mahager($)  and  address: 

ADP  Coordinator,  Code  4014  Director,  Naval  Research  Labora¬ 
tory,  Washington,  D.  C.  20375 

Notification  procedure: 

A  written  request  to  the  SYSMANAGER  at  the  above  address 
providing  the  individual's  full  name,  current  address  and  telephone 
numbers,  dates  of  employment,  organization  code(s)  and  pertinent 
occupational  series  code.  Determination  of  record  may  be  made  in 
the  Research  Program  Office,  Computation  Center,  or  Office  of 
Comptroller.  A  drivers  license  or  other  recognized  form  of  identifi¬ 
cation  bearing  the  individuals  signature  and  current  address  will  be 
required  of  visitors. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Personnel  records 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00173  1200-5 

System  name: 

Listing  of  Personnel  -  Sensitive  Compartmented  Information 

System  location: 

Director,  Naval  Research  Laboratory,  Washington,  D.  C.  2037S 

Categories  of  individuals  covered  by  the  system: 

Individuals  indoctrinated  for  access  to  compartmented  information. 

Categories  of  records  in  the  system: 

Name,  affiliation,  billet  description,  clearances  authorized,  clear¬ 
ances  held,  rank.  Social  Security  Number,  Background  Investigation 
date,  date  of  birth,  place  of  birth,  date  of  marriage,  place  of  marriage. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  determine  authorization  for  access  to  compartmented  in¬ 
formation.  Internal  users  are  Branch  Heads,  Division  Superinten¬ 
dents,  Director  and  Associate  Directors  of  Research  and  Special 
Security  Office. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  Tape 

Retrievability: 

Name,  Social  Security  Number,  affiliation,  assigned  billet  number 

Safeguards: 

Three  combination  security  container  and/or  vault. 

Retention  and  disposal: 

Records  maintained  as  long  as  individual  authorized  access; 
changed  as  changes  occur. 

Magnetic  tape  erased  as  required. 

System  manageris)  and  address: 


Special  Security  Officer,  Naval  Research  Laboratory,  Washington, 
D  C.  20375 

Notification  procedure: 

Letter  to  System  Manager  at  above  address  giving  full  name. 
Social  Security  Number,  and  affiliation,  or  visit  to  NRL  Special 
Security  Office  with  NRL  pass  as  identification 

Record  access  procedures:  , 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

All  information  obtained  from  individuals  and  indoctrination  docu¬ 
ments. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00173  265 

System  name: 

Sight  Conservation  Program 

System  location: 

Director,  Naval  Research  Laboratory,  Washington,  D.C.  20375 

Categories  of  individuals  covered  by  the  system: 

Employees  wearing  glasses  whose  work  requires  the  use  of  safety 
glasses. 

Categories  of  records  in  the  system: 

Eyewear  prescriptions  and  pertinent  information  on  special  fitting 
requirements. 

Authority  for  maintenance  of  the  system: 

5  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  of  eyewear  prescriptions  used  by  contract  optometrist  in 
connection  with  periodic  examinations  and  by  Safety  Office  person¬ 
nel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Name. 

Safeguards: 

Office  door  locked  at  night. 

Retention  and  disposal: 

Retained  as  long  as  employee  is  on  program.  When  he  leaves'^NRL 
or  changes  job  and  does  not  qualify  for  program,  his  file  is  destroyed 
by  tearing  it  up. 

System  manager(s)  and  address: 

Head,  Safety  Office,  Naval  Research  Laboratory,  Building  222, 
Room  188. 

Notification  procedure: 

Verbal  request  to  system  manager,  with  some  proof  of  identity, 
such  as  driver’s  license  or  ID  card. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Optometrist’s  measurements. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N00175  03(K)4 

System  name: 

Staff  Judge  Advocate’s  Memorandum  File 

System  location: 

Commandant,  FOURTH  Naval  District 


74620 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


Naval  Base 

Philadelphia,  Pa.  19112 

Categories  of  individuals  covered  by  the  system: 

Any  Naval  or  Marine  Corps  personnel  facing  disciplinary  or  ad¬ 
ministrative  action  requiring  the  personal  attention  of  Commandant, 
FOURTH  Naval  District. 

Categories  of  records  in  the  system: 

Memoranda  of  Staff  Judge  Advocate,  FOURTH  Naval  District 
Authority  for  maintenance  of  the  system: 

5  use  301 

'  Routine  uses  of  records  maintained  in  The  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

(1)  To  provide  Commandant,  FOURTH  Naval  District  with  legal 
opinions  of  Staff  Judge  Advocate  on  disciplinary  and  administrative 
matters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Filing  folders 
Retrievability: 

Name  and  date  of  advice 
Safeguards: 

During  working  hours  under  custody  of  Legalman.  During  non¬ 
working  hours,  building  secured  by  Base  Police. 

Retention  and  disposal: 

Indefinite 

System  manageris)  and  address: 

Staff  Judge  Advocate,  FOURTH  Naval  District 
Naval  Base 

Philadelphia,  Pa.  19112 
Notification  procedure: 

Write  letter  to  Systems  Manager  at  above  address  which  includes 
(1)  name  and  address  of  requestor,  (2)  military  status  of  requestor,  (3) 
social  security  number  of  requestor,  (4)  subject  matter  of  request. 

In  case  of  personal  visit,  the  requestor  must  provide  (1)  military 
identification  card,  or  (2)  social  security  card.  The  office  is  located  at 
Room  103,  Building  6,  Naval  Base,  Philadelphia,  Pa. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from 
Systems  Manager 
Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
Systems  Manager. 

Record  source  categories: 

Staff  Judge  Advocate’s  opinions 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00250  CHK/DEBT-LIST 

System  name: 

Bad  Checks  and  Indebtedness  Lists 

System  location:  « 

Commanding  Officer,  Navy  Resale  System  Office,  3rd  Ave.  and 
29th  St.,  Brooklyn,  NY  11232  (for  all  Navy  Exchanges)  Commissary 
Store  operations  as  listed  in  the  directory  of  Department  of  the  Navy 
mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Patrons  of  Navy  exchanges  and  Commissary  Stores  who  have 
passed  checks  which  have  proven  bad;  recruits  who  have  open 
accounts  wth  Navy  exchanges;  patrons  who  have  made  C.O.D.  mail 
order  transactions  and  those  patrons  who  make  authorized  charge  or 
credit  purchases  where  their  accounts  are  maintained  on  the  basis  of 
an  identifying  particular  such  as  name,  social  security  number  or 
service  number. 

Categories  of  records  in  the  system: 

Bad  Check  System  (including:  Returned  Check  Ledger;  Returned 
Check  Report;  copies  of  returned  checks;  .bank  advice  relative  to  the 
returned  check  or  checks;  correspondence  relative  to  attempt  by  the 
Navy  exchange  or  Commissary  Store  to  locate  the  patron  and/or 
obtain  payment;  a  printed  report  of  names  of  those  persons  who  have 
not  made  full  restitution  promptly,  or  who  have  had  two  or  more 
checks  returned  through  their  own  fault  or  negligence)  Accounts 
Receivable  Ledger,  detailed  by  patron;  COD  Sales  Ledger; 


Authority  for  maintenance  of  the  system: 

5  use  301  and  10  USC  5031  ‘  ^ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  bad  check  system  is  used  to  record  receipt  of  bad  checks  from 
patrons;  to  monitor  and  avoid  undue  losses  because  of  continued 
passing  of  bad  checks.  This  system  also  contains  information  regard¬ 
ing  the  correspondence  issued  in  an  effort  to  recover  losses.  A  bad 
check  list  is  locally  and  centrally.  This  information  is  issued  to  all 
cashiers,  exchange  and  commissary  officers.  The  Accounts  Receiv¬ 
able  ledgers  are  used  to  properly  record  credit  sales  and  the  payment 
of  these  accounts.  “ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  media  in  which  these  records  are  maintained  vary,  but  in¬ 
clude;  magnetic  tape;  printed  reports;  file  folders;  file  cards; 

Retrievability: 

Name  and  social  security  number 

Safeguards: 

Locked  file  cabinets;  supervised  office  spaces;  supervised  computer 
tape  library  which  is  accessable  only  through  the  computer  center 
(entry  to  the  computer  center  is  controlled  by  a  combination  lock 
known  by  authorized  personnel  only). 

Retention  and  disposal: 

Navy  exchange  records  retention  standards  are  contained  in  the 
’Disposal  of  Navy  and  Marine  Corps  Records,  Part  11,  chapters  4 
and  3  and/or  the  Navy  Exchange  Manual. 

System  manageris)  and  address: 

Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Record  Holder 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Notification  procedure: 

Written  contact  may  be  made  by  addressing  inquiries  to: 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  activity  where  they  had  their  dealings.  A  list  of 
other  offices  the  requester  may  visit  will  be  provided  after  initial 
contact  is  made  at  the  office  listed  above.  At  the  time  of  a  personal 
visit,  requesters  must  provide  the  following  proof  of  identity:  Name, 
date  of  birth,  place  of  birth,  father's  first  name,  mother’s  maiden 
name. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  individual;  the  bank  involved  and  the  activity  sales  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00250  HDELITY  BOND 

System  name: 

Commercial  Fidelity  Bond  Insurance  Records 

System  location: 

Commanding  Officer,  Navy  Resale  System  Office,  3rd  Ave.  & 
29th  St.  Brooklyn,  NY  11232  (for  all  Navy  Exchanges). 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel  assigned  to  Navy  exchanges,  who 
the  duly  constituted  authority  (usually  a  Board  of  Investigation  ap¬ 
pointed  by  the  base  Commanding  Officer)  has  established  to  be  guilty 
of  a  dishonest  act  which  has  resulted  in  a  loss  of  money,  securities  or 
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other  property,  real  or  personal.  Tor  which  the  exchange  is  legally 
liable. 

Categories  of  records  in  the  system: 

Equipment  Loss  Reports,  Cash  and/or  Merchandise  Loss  Reports 
from  Navy  exchanges,  including  correspondence  relating  to  losses. 

Authority  for  maintenance  of  the  system: 

5USC  301  and  10  USC  5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  information,  as  required,  to  the  insurance  carrier  (Fi¬ 
delity  Bond  Underwriter)  for  appropriate  coverage,  as  well  as  to 
render  appropriate  assistance  in  processing  insurance  claims. 

Policies  and  practices  for  storing,  retriering,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  media  in  which  these  records  are  maintained  varies  but  in¬ 
cludes  Hie  folders  and  ledgers. 

Retrievahility: 

Name,  payroll  number,  service  number,  activity. 

Safeguards: 

Locked  file  cabinets;  locked  offices  which  when  open  are  super¬ 
vised  by  appropriate  personnel;  security  guards. 

Retention  and  disposal: 

Navy  exchange  records  retention  standards  are  contained  in  the 
’Disposal  of  Navy  and  .Marine  Corps  Records,  Part  II,  chapters  4 
and  5  and/or  the  Navy  Exchange  Manual. 

System  manager(s)  and  address: 

Commanding  Officer,  Navy  Resale  System  Office.  3rd  Ave.  and 
29th  St.,  Brooklyn,  NY  11232 

Notification  procedure: 

Written  contact  may  be  made  by  addressing  inquiries  to: 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

In  the  initial  inquirv  the  requestor  must  provide  full  name,  payroll 
or  military  service  ni  nber  and  activity  where  they  had  their  deal¬ 
ings.  A  list  of  other  offices  the  requestor  may  visit  will  be  provided 
after  initial  contact  is  made  at  the  office  listed  above.  At  the  time  of 
a  personal  visit,  requestors  must  provide  the  following  proof  of 
identity:  Name,  date  of  birth,  place  of  birth,  father’s  first  name, 
mother’s  maiden  name. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  individual;  the  insurance  underwriter;  audit  reports;  investiga¬ 
tory  reports  and/or  activity  loss  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00250  IR-PERS-RECORD 

System  name: 

Industrial  Relations  Personnel  Records 

System  location: 

Commanding  Officer,  Navy  Resale  System  Office.  3rd  Avenue  and 
29th  Street,  Brooklyn,  NY  11232  (for  all  Navy  Exchanges)  Commis¬ 
sary  Stores  operations  as  listed  in  the  directory  of  Department  of  the 
Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Civilian  Employees,  former  civilian  employees  and  applicants  for 
employment  with  the  Navy  Resale  System  Office  and  Navy  ex¬ 
changes  located  worldwide. 

Categories  of  records  in  the  system: 

Personnel  jackets  (including;  Personnel  Information  Questionnaire; 
Personnel  Action;  Certificate  of  Medical  Examination;  Indoctrination 
Checklist;  Designation  of  beneficiary;  death  benefit;  completed  leave 
records;  report  of  accident;  cash  register  overage/shortage  records; 
notice  of  excessive  absence  and  tardiness,  and  warnings;  report  of 
hearings  and  recommendations  relative  to  employee  grievances; 


report  of  all  disciplinary  action;  Certified  record  of  court  attendance; 
Certified  copy  of  completed  military  orders  for  any  annual  duty 
tours  with  recognized  reserve  organizations;  Employee  job  descrip¬ 
tion;  Examination  papers  and  tests,  if  any;  Evidence  of  date  of  birth, 
where  required;  Security  Investigation  Data,  where  required;  Official 
work  performance  rating;  Official  letters  of  recommendations;  Desig¬ 
nation  of  Beneficiary  for  Unpaid  Compensation;  Reference  check 
records;  applicant  files;  tuition  assistance  records;  grievance/appeal 
records;  employee  profiles;  personnel  security  information  (including: 
National  Agency  Checks  and  Naval  Investigative  Service  reports); 
Travel  requests,  travel  allowance  and  claims  record;  Transportation 
Agreements;  employee  affidavit;  Priviledge  Card  Application  and 
listing; 

Authority  for  maintenance  of  the  system: 

5  USC  301  Departmental  Regulations 

Routine  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Retention  of  forms  necessary  to  properly  record  the  employment 
history  of  each  employee,  reflecting  performance  of  employees 
which  may  be  used  by  selecting  officials  in  choosing  employees  for 
promotion  or  transfer;  for  verification  of  employment;  to  provide  a 
record  of  travel  performed  and  verification  that  the  employee  re¬ 
ceived  proper  remuneration  for  the  travel  performeded;  to  insure 
employees  receive  timely  consideration  in  the  processing  of  work 
appraisals  and  salary  increases; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  media  in  which  these  records  are  maintained  vary,  but  in¬ 
clude:  file  folders;  magnetic  tapes;  punch  cards;  rolodex  files;  cardex 
files;  ledgers;  and  printed  reports. 

Retrievahility: 

Name  and/or  social  security  number;  employee  job  number;  em¬ 
ployee  payroll  number. 

Safeguards: 

Locked  file  cabinets;  safes;  locked  offices  which  are  supervised  by 
appropriate  personnel,  when  open;  supervised  computer  tape  library 
which  is  accessible  only  through  the  Computer  Center  (entry  to 
computer  center  is  controlled  by  a  combination  lock  known  by 
authorized  personnel  only);  security  guards. 

Retention  and  disposal: 

Current  employee  records  remain  on  file  at  the  appropriate  person¬ 
nel  offices;  records  on  former  employees  are  retained  for  one  year 
and  then  forwarded  to  the  Federal  Records  Center,  St.  Louis.  Mo. 
for  retention  of  permanent  papers  and  destruction  of  temporary 
papers,  applicant  files  are  retained  for  one  year,  except  that  applica¬ 
tions  from  those  over  40  years  old  are  retained  for  two  years.  Navy 
exchange  records  retention  standards  are  contained  in  the  ’Disposal 
of  Navy  and  Marine  Corps  Records,  Part  II,  Chapters  4  and  5.’  and 
for  the  Navy  Exchange  Manual. 

System  manager(s)  and  address: 

Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brtxiklyn,  NY  11232 

Record  Holder 

Manager,  Recruitment  and  Employment  (R3) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure: 

Written  contact  may  be  made  by  addres.sing  inquiries  to: 

Manager,  Recruitment  and  Employment  (IR3) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn.  NY  11232 

In  initial  inquiry,  the  requester  must  provide  full  name,  social 
security  number,  activity  w  here  last  .employed  or  where  last  applica¬ 
tion  for  employment  was  filed.  A  list  of  other  offices  the  requester 
may  visit  will  be  provided  after  initial  contact  is  made  at  the  office 
listed  above.  At  the  time  of  a  personal  visit,  requester  mast  provide 
the  following  proof  of  identity:  Name,  date  of  birth,  place  of  birth, 
father’s  first  name  and  mother’s  maiden  name. 

Record  access  procedures: 
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The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
vstem  manager 
Contesting  record  procedures: 

Fhe  agency's  rules  for  contesting  contents  and  appealing  initial 
•erminations  by  the  individual  concerned  may  be  obtained  from  the 
.stem  manager. 

Record  source  categories: 

The  employee;  former  employers;  educational  institutions;  supevi- 
■r<i  of  employees;  applicants;  applicants  previous  employers;  Naval 
vestigative  ^rvice;  Federal  Bureau  of  Investigation. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  S  U.S.C.  5S2  a  0)  or  (k), 
s  applicable.  For  additional  information  contact  the  System  Man- 
■  izer. 

N00250  LAYAWAYS 

system  name: 

Layaway  Sales  Records 
System  location: 

Commanding  Officer,  Navy  Resale  System  Office,  3rd  Avenue  and 
•Jth  Street,  Brooklyn,  NY  11232  (for  all  Navy  exchanges) 

Categories  of  individuals  covered  by  the  system: 

Patrons  of  Navy  exchanges  who  buy  goods  on^a  layaway 
Categories  of  records  in  the  system: 

Layaway  Tickets  and  layaway  patron  lists 
Authority  for  maintenance  of  the  system: 

5USC301  and  10USC5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
ies  of  users  and  the  purposes  of  such  uses: 

To  record  the  selection  of  layaway  merchandise,  record  payments, 
./enfy  merchandise  pick-up  and  perform  sales  audit. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  media  in  which  these  records  are  maintained  vary,  but  in¬ 
clude:  Layaway  tickets  and  layaway  patron  lists 
Retrievability: 

Name,  address,  service  number  or  exchange  permit  number 
Safeguards: 

Locked  file  cabinets,  supervised  records  space 
Retention  and  disposal: 

Destroyed  after  two  years  per  Navy  Exchange  Manual 
System  managerts)  and  address: 

Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 
Record  Holder 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con- 
-acted  through  the  central  system  record  holder. 

Notification  procedure: 

Written  contact  may  be  made  by  addressing  inquiries  to: 

Director,  Controller  Division  (FM) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

In  the  initial  inquiry,  the  requester  must  provide  full  name,  social 
'^curity  number,  activity  where  layaway  sales  were  transacted.  A  list 
:>f  other  offices  the  requester  may  visit  will  be  provided  after  initial 
contact  at  the  office  listed  above.  All  the  time  of  a  personal  visit, 
•^equesters  must  provide  the  following  proof  of  identity:  Name,  date 
.)f  birth,  place  of  birth,  father’s  first  name,  mother’s  maiden  name. 
Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtain^  from  the  system 
manager. 


Record  source  categories: 

The  individual 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00250  MILITARY-MISYS 

System  name: 

Resale  System  Military  Management  Information  System 

System  location: 

Commanding  Officer  Navy  Resale  System  Office  3rd  Avenue  and 
29th  Street  Brooklyn,  NY  11232 

Categories  of  individuals  covered  by  the  system: 

Present  and  past  military  officer  and  key  enlisted  personnel  as¬ 
signed  to  the  Navy  Resale  System. 

Categories  of  records  in  the  system: 

Management  Information  System  (including:  Name;  rank  or  rate; 
social  security  number;  designation  date  of  rank;  date  reported;  rota¬ 
tion  date;  educational  level;  lineal  number;  dependency  status)  Card 
file  on  officers  assigned  (including:  dates  in  Navy  Resale  System; 
promotion  status;  location  of  assignments)  Correspondence  folder 
with  Officer  and  senior  enlisted  personnel  (containing:  preference  of 
assignment;  biographical  information;  and  orders) 

Authority  for  maintenance  of  the  system: 

5USC301  and  10USC5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  determine  recommended  replacements  for  Key  Military  person¬ 
nel;  to  recommend  actions  to  the  Officer,  Personnel  Division,  Navy 
Systems  Command;  to  keep  a  record  of  orders  and  pertinent  corre¬ 
spondence  with  individual  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  media  in  which  these  records  are  maintained  vary,  but  in¬ 
clude;  Magnetic  tape;  printed  reports;  card  files  and  file  folders. 

Retrievability: 

Name;  service  number;  social  security  number 

Safeguards: 

Locked  file  cabinets;  locked  archives;  supervised  office  spaces  and 
supervised  computer  tape  library  which  is  accessable  only  through 
the  computer  center  (entry  to  computer  center  is  controlled  by  a 
combination  lock  known  by  authorized  personnel  only). 

Retention  and  disposal: 

Navy  exchange  records  retention  standards  are  contained  in  the 
’Disposal  of  Navy  and  Marine  Corps  Records,  Part  II  Chapters  4  and 
S  and/or  the  Navy  Exchange  Manual. 

System  manager(s)  and  address: 

Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  1 1232 

Record  Holder 

Director,  Military  Personnel  (MP) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  1 1232 

Notification  procedure: 

Written  contact  may  be  made  by  addressing  inquiries  to: 

Director,  Military  Personnel  (MP) 

Navy  Resale  System  Office 
3rd  Avenue  and  29th  Street 
Brooklyn,  NY  11232 

In  the  initial  inquiry,  the  requester  must  provide  full  name,  social 
security  number  or  service  number.  At  the  time  of  a  personal  visit, 
the  requester  must  provide  the  following  proof  of  identity:  Name; 
date  of  birth;  place  of  birth;  father’s  full  name  and  mother’s  maiden 
name. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contestng  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 
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Record  source  categories:  ^  * 

U.S.  Navy  Manpower  Information  System;  the  Bureau  of  Person¬ 
nel  Navy);  the  individual;  the  individual's  superior  officer. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00250  PAY&BENEHTS 

System  name: 

Payroll  and  Employee  Benefits  Records 

System  location: 

Commanding  Officer,  Navy  Resale  System  Office,  3rd  Ave.  and 
29th  St.,  Brooklyn,  NY  11232  (for  all  Navy  Exchanges)  Commissory 
Store  Operations  as  listed  in  the  directory  of  Depanment  of  the 
Navy  mailing  addresses. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  and  former  civilian  employees  with  the  Navy 
Resale  System  Office  and  Navy  exchanges  located  world-wide,  (pay¬ 
roll  and  benefits  information)  Civilian  employees  and  former  civilian 
employees  of  Coast  Guard  exchanges,  clubs  and  messes  and  US 
Navy  civilian  employees  and  former  civilian  employees  of  Special 
Services  and  BUPERS  clubs  and  messes.  (Benefits  information  only). 

Categories  of  records  in  the  system: 

Distribution  reports;  tax  reports;  leave  accrual  reports;  earnings 
records  cards,  payroll  registers;  insurance  records  and  reports  regard¬ 
ing  property  damage,  personal  injury  or  death,  group  life,  disability, 
medical  and  retirement  plan;  payroll  savings  authorization;  record  of 
payroll  savings;  overtime  authorization;  Treasury  Department  tax 
withholding  exemption  certificate. 

Authority  for  maintenance  of  the  system: 

5  use  301  and  10  USC  5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  calculate  pay;  prepare  checks  for  distribution;  prepare  deduc¬ 
tion  registers;  leave  records;  to  submit  federal  and  state  tax  reports; 
to  record  contributions  to  benefit  plans;  to  process  all  insurance 
claims;  to  provide  information  as  required  to  the  insurance  carriers 
and  U.S.  Department  of  Labor,  Bureau  of  Employees  Compensation;  ' 
to  calculate  retirement  benefits  upon  request  of  employees; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  media  in  which  these  records  are  maintained  vary,  but  in¬ 
clude;  Magnetic  tape  files;  card  files;  file  folders;  ledgers;  and  printed 
reports. 

Retrievability: 

Name  and/or  social  security  number;  employee  job  number,  em¬ 
ployee  payroll  number. 

Safeguards: 

Locked  file  cabinets;  safes;  locked  offices  which  are  supervised  by 
appropriate  personnel,  when  open;  security  guards;  supervised  com¬ 
puter  tape  library  which  is  accessable  only  through  the  computer 
center  (entry  to  computer  center  is  controlled  by  a  combination  lock 
known  by  authorized  personnel  only). 

Retention  and  disposal: 

Navy  exchange  records  retention  standards  are  contained  in  the 
'Disposal  of  Navy  and  Marine  Corps  Records,  Part  II,  Chapters  4 
and  3.’  and/or  the  Navy  Exchange  Manual. 

System  manageHs)  and  address: 

Policy  Official 
Commanding  Officer 
Navy  Resale  System  Office 
^  3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Record  Holder 

Manager,  Recruitment  and  Employment 
Navy  Resale  System  Office 
3rd  Ave  and  29th  St 
Brooklyn,  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure: 

Written  contact  may  be  made  by  addressing  inquiries  to: 

Manager,  Recruitment  and  Employment  (IR3) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St 
Brooklyn,  NY  11232 


In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  activity  where  last  employed.  A  list  of  other  offices 
the  requester  may  visit  will  be  provided  after  initial  contact  is  made 
at  the  office  listed  above.  At  the  time  of  a  personal  visit,  requesters 
must  provide  the  following  proof  of  identity:  Name,  date  of  birth, 
place  of  birth,  father’s  first  name  and  mother’s  maiden  name. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  employee  of  former  employee;  payroll  department;  the  em¬ 
ployee's  si^rvisor  and  the  employee’s  physician  or  insurance  carri¬ 
er’s  physician. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N00250NAVXODGE  RECORD 

System  name: 

Navy  Lodge  Records 
System  location: 

Commanding  Officer,  Navy  Resale  System  Office,  3rd  Ave.  and 
29th  St.,  Brooklyn,  NY  11232  (for  all  Navy  Exchanges) 

Categories  of  individuals  covered  by  the  system: 

Patrons  and  guests  authorized  lodging  at  a  Navy  exchange  Navy 
Lodge. 

Categories  of  records  in  the  system: 

Reservation  Request;  Guest  Registration  Card;  Navy  Lodge  Guest 
Folio;  Equipment  Rental  Lists 
Authority  for  maintenance  of  the  system: 

5  USC  301  and  10  USC  5031 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

A  record  of  reservations  to  insure  orderly  room  assignment  and 
avoid  improper  booking;  record  registration  and  payment  of  account; 
verify  proper  usage  by  eligible  patrons;  cash  control;  gathering  of 
occupancy  data;  determine  occupancy  breakdown;  rental  and  furnish¬ 
ings  accountability. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  media  in  which  these  records  are  maintained  vary,  but  in¬ 
clude:  folio  card;  ledger;  Guest  Registration  Cards;  and  local  copies 
and  reports  of  central  system  reports. 

Retrievability: 

Name;  service  number;  social  security  number 
Safeguards: 

Supervised  offices;  locked  files 
Retention  and  disposal: 

Navy  exchange  records  retention  standards  are  contained  in  the 
’I>isposal  of  Navy  and  Marine  Corps  Records.  Part  II,  chapters  4 
and  5  and  the  Navy  Exchange  Manual.  Local  reservation  request 
forms  are  destroyed  1  month  after  the  actual  date  of  check-in. 

System  manager<s)  and  address: 

Policy  Official 
.  Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 
Record  Holder 

Manager,  Personalized  Services  (SM6) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn,  NY  11232 

Individual  record  holders  within  the  central  system  may  be  con¬ 
tacted  through  the  central  system  record  holder. 

Notification  procedure: 

Written  contact  may  be  made  by  addressing  inquiries  to: 

Manager,  Personalized  Services  (SM6) 

Navy  Resale  System  Office 
3rd  Ave.  and  29th  St. 

Brooklyn.  NY  11232 
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In  the  initial  inquiry  the  requester  must  provide  full  name,  social 
security  number,  service  number  and  location  of  the  last  Navy  Lodge 
where  they  had  dealings.  A  list  of  other  offices  the  requester  may 
visit  will  be  provided  after  initial  contact  is  made  with  the  office 
listed  above.  At  the  time  of  a  personal  visit,  requesters  must  provide 
I  he  following  proof  of  identity:  Name;  date  of  birth;  place  of  birth; 
father's  first  name  and  mother’s  maiden  name. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

The  individual  patron  and  the  charges  he  or  she  incurred  during  a 
visit  at  the  Navy  Lodge. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00251  007 

System  name: 

Legal  Office  Litigation/Correspondence  Files 
System  location: 

Commander,  Puget  Sound  Naval  Shipyard,  Bremerton,  WA  98314 
Categories  of  individuals  covered  by  the  system: 

Criminal  and  civil  plaintiffs/defendants  involved  in  litigation 
against  or  involving  Puget  Sound  Naval  Shipyard 
Categories  of  records  in  the  system: 

Statements,  affidavits,  correspondence,  briefs,  petitions,  court  rec¬ 
ords  involving  litigation  and  related  matters 
Authority  for  maintenance  of  the  system: 

Title  28,  USC;  Executive  Order  10561;  5  USC  301;  10  USC  801- 
^40 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Preparation  of  correspondence,  litigation  material 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  cabinets 
Retrievability: 

Case  citation,  name  of  individual 
Safeguards: 

Locked  in  executive  spaces 
Retention  and  disposal: 

Most  are  retained  permanently,  others  disposed  of  in  accordance 
with  Defense  Disposal  Manual 
System  manageris)  and  address: 

Commander,  Puget  Sound  Naval  Shipyard,  Bremerton,  WA  98314, 
or  Legal  Officer  (Code  107),  Puget  Sound  Naval  Shipyard 
Notification  procedure: 

Direct  inquiry  to  SYSMANAGER,  providing  name,  rank/rate/ 
shop  or  badge  number  and  social  security  number 
Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager 

Contesting  record  procedures:  « 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager 

Record  source  categories: 

Court  records,  personal  interviews  and  statements,  departmental 
records.  State  and  Federal  records,  police  reports  and  complaints, 
general  correspondence 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  0)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N00251  080 

System  name: 

Puget  Sound  Naval  Shipyard,  Navy  Exchange  Tobacco  Sales 


System  location: 

Commander,  Puget  Sound  Naval  Shipyard,  Bremerton,  WA  98314 
Categories  of  individuals  covered  by  the  system: 

Authorized  patrons  of  facility 
Categories  of  records  in  the  system: 

Purchaser’s  name,  serial  number,  duty  station  or  home  address, 
date,  item  and  quantity  of  purchase 
Authority  for  maintenance  of  the  system: 

5  USC  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Review  for  possibility  of  resale 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Batch  files  by  date 
Retrievability: 

Name 

Safeguards: 

File  cabinet  in  locked  office 
Retention  and  disposal: 

4  Months  -  disposed  through  commercial  disposal  facilities 
System  manageris)  and  address: 

Commander,  Puget  Sound  Naval  Shipyard,  Bremerton,  WA  98314 
and  Navy  Exchange  Officer 
Notification  procedure: 

Direct  inquiry  to  SYSMANAGER,  providing  name  and  approxi¬ 
mate  date  of  purchase 
Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Information  provided  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N00344  BP  714003 

System  name: 

Youth  Activities  Association  Membership  Record 
System  location: 

Commanding  Officer  Naval  Air  Station  FPO  San  Francisco,  CA 
96611 

Categories  of  individuals  covered  by  the  system: 

All  eligible  applicants  for  membership  in  non-appropriated  fund 
recreational  activities  for  youths 
Categories  of  records  in  the  system: 

Membership  cards  (5  in.  x  7  in.)  recording  personal  data  provided 
by  individual  applicants 
Authority  for  maintenance  of  the  system: 

5  USC  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  used  exclusively  by  Military  Services  Department  to 
record  membership  status  in  th  youth  association,  to  verify  the 
youth's  eligibility  for  participation  in  youth  activities,  to  identify  and 
aid  in  the  location  of  a  youth’s  sponsor  in  the  event  of  emergencies, 
and  to  verify  sponsor’s  agreement  to  provide  volunteer  assistance  in 
furtherance  of  youth  activities 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Card  file 
Retrievability: 

By  sponsor’s  name 
Safeguards: 

Card  file  is  in  Military  Services  Office,  marked  for  official  use 
only,  office  is  locked  after  normal  working  hours 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74625 


Retention  and  disposal: 

Kept  until  membership  status  terminates  and  then  destroyed 

System  managerts)  and  address: 

Military  Services  Officer  Naval  Air  Station  FPO  San  Francisco, 
CA  96611 

Notification  procedure: 

Individual  inquiries  to  be  made  in  person  at  SYSMANAGER 
address  above.  Requstor  to  provide  full  name  and  military  status; 
proof  of  identity  to  be  made  by  presentation  of  military  identification 
card  or  valid  driver’s  license. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Individual  applicants  provide  all  information 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

NOOdOO-lNAVnS 

System  name: 

Navscok/Tis,  USMC  Aviation  Training  Supsys 

System  location: 

Schools  and  other  training  activities  or  similar  organizational  ele¬ 
ments  of  the  Department  of  the  Navy  and  Marine  Corps  as  listed  in 
the  directory  of  Department  of  Navy  activities. 

Categories  of  individuals  covered  by  the  system: 

Records  of  present,  former,  and  prospective  students  at  Navy  and 
Marine  Corps  schools  and  other  training  activities  or  associated  edu¬ 
cational  institution  of  Navy  sponsored  programs;  instructors,  staff 
and  support  personnel;  participants  associated  with  activities  of  the 
Naval  Education  and  Training  Command,  including  the  Navy 
Campus  for  Achievement  and  other  training  programs;  tutorial  and 
tutorial  volunteer  programs;  dependents’  schooling. 

Categories  of  records  in  the  system: 

Schools  and  personnel  training  programs  administration  and  evalu¬ 
ation  records.  Such  records  as  basic  identification  records  i.e.,  social 
security  number,  name,  sex,  date  of  birth,  personnel  records  i.e., 
rank/rate/grade,  branch  of  service,  billet,  expiration  of  active  obligat¬ 
ed  service,  professional  records  i.e..  Navy  enlisted  classification,  mili¬ 
tary  occupational  specialty  for  Marines,  subspecialty  codes,  test 
scores,  basic  test  battery  scores,  and  Navy  advancement  test  scores. 
Educational  records  i.e.,  education  levels,  service  and  civilian  schools 
attended,  degrees,  majors,  personnel  assignment  data,  course  achieve¬ 
ment  data,  class  grades,  class  standing,  and  attrition  categories.  Aca¬ 
demic/training  records,  manual  and  mechanized,  and  other  records 
of  educational  and  professional  accomplishment. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Schools  and  training  programs  administration  and  evaluation.  Stu¬ 
dent  performance,  progression  and  prediction;  instructors  perform¬ 
ance;  organizational  and  administrative  control.  Internal  Navy  users 
are  Chief  of  Naval  Personnel,  Naval  Education  and  Training  Com¬ 
mand  Activities  Staff  Personnel  and  the  Commandant  of  the  Marine 
Corps  and  his  designated  officials  in  the  performance  of  their  duties 
relating  to  aviation  training/assignments.  Type  commanders;  Health/ 
Science  Education  Training  Center;  Cheif,  Bureau  of  Medicine  and 
Surgery;  Commander  Naval  Recruiting  Command,  and  to  other  De¬ 
partment  of  the  Navy  officials  in  the  performance  of  personnel  train¬ 
ing  functions.  Information  may  be  used  to  determine  course  and 
training  demands,  requirement,  and  achievements;  analyze  student 
groups  or  courses;  provide  academic  and  performance  evaluation  in 
response  to  official  inquiries;  guidance  and  counseling  of  students; 
preparation  of  required  reports,  and  for  other  training  administration 
and  planning  purposes.  Internal  users  are  staff  and  faculty.  Informa¬ 
tion  is  provided  to  officials  of  the  Department  of  Defease  on  'need- 
to-know’  basis  in  the  performance  of  their  official  duties;  and  for 
reporting  to  other  government  agencies,  such  as  HEW.  It  may  be 
provided  to  such  civilian  contractors  and  their  employees  as  are  or 
may  be  operating  in  accordance  with  an  approved  ofTicial  contract 
with  the  U.S.  Governnient. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  microform  or  in  file  folders,  card  files,  file 
drawers,  cabinets,  or  other  filing  equipment.  Automated  records  may 
be  stored  on  magnetic  tape,  discs,  punched  cards,  etc. 

Retrievability: 

Social  security  number  and  name 

Safeguards: 

Access  is  provided  on  a  ’need-to-know’  basis  and  to  authorized 
personnel  only.  Records  are  maintained  in  controlled  access  rooms  or 
areas.  Data  is  limited  t6  personnel  training  assQciated  informatioa 
Computer  terminal  access  is  controlled  by  terminal  identification  and 
the  password  or  similar  system.  Terminal  identification  is  positive 
and  maintained  by  control  points.  Physical  access  to  terminals  is 
restricted  to  specifically  authorized  individuals.  Password  authoriza¬ 
tion,  assignment  and  monitoring  are  the  responsibility  of  the  function¬ 
al  managers.  Information  provided  via  batch  proce.ssing  is  of  a  prede¬ 
termined  and  rigidly  formatted  nature.  Output  is  controlled  by  the 
functional  managers  who  also  control  the  distribution  of  output. 

Retention  and  disposal: 

Records  disposal  manual. 

System  managerfs)  and  address: 

The  commanding  officer  of  the  activity  in  question.  See  the  direc¬ 
tory  of  Navy  and  Marine  Corps  activities  mailing  addresses. 

Notification  procedure: 

Apply  to  system  manager.  Requestor  should  provide  his  full  name, 
social  security  number,  military  or  civilian  duty  status,  if  applicable, 
and  other  data  when  appropriate,  such  as  graduation  date.  Visitors 
should  present  drivers  license,  military  or  Navy  civilian  employment 
identification  card,  or  other  similar  identificatioa 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Individuals,  schools  and  educational  institutions.  Chief  of  Naval 
Personnel,  staff  of  Naval  Education  and  Training  Command  and 
other  activities  and  the  Commandant  of  the  Marine  corps;  instructor 
personnel;  and  commander.  Naval  Recruiting  Command. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N0529A  NAVJAG  5813-1 

System  name: 

Court-Martial  Case  Report 

System  location: 

Chief,  Navy-Marine  Corps  Trial  Judiciary,  Washington  Navy 
Yard,  Washington,  D.C.  20374 

Categories  of  individuals  covered  by  the  system: 

All  individuals  having  appeared  before  a  special  or  general  court- 
martial  within  the  preceding  two  fiscal  years. 

Categories  of  records  in  the  system: 

The  recording  of  the  Article  violation  of  the  UCMJ,  the  plea,  the 
finding,  the  sentence  and  other  related  information  concerning  the 
trial. 

Authority  for  maintenance  of  the  system: 

5  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  formulate  status  reports  provided  to  JAG  when  directed 
by  him  to  do  so. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Stored  in  file  folders  by  circuit  and  fiscal  year 

Retrievability: 

By  name  or  case  number 

Safeguards: 

Personnel  screening,  visitor  control 
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Retention  and  disposal: 

Two  fiscal  years.  They  are  not  moved  to  Record  Centers  but  are 
disposed  of  after  two  fiscal  years  in  the  same  manner  as  all  other 
unclassified  material,  i.e.,  general  destruction. 

System  manageKs)  and  address: 

Circuit  Military  Judge 
ATLANTIC  Judicial  Circuit 
Navy-Marine  Corps  Trial  Judiciary 
Washington  Navy  Yard 
Washington,  D.C.  20374 
Notification  procedure: 

Write  to  address  listed  under  SYSMANAGER.  Provide  full  name, 
branch  of  service,  military  status,  where  stationed  when  tried,  and 
when  tried 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager 
Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager 
Record  source  categories: 

Military  Judge  of  respective  individual's  court-martial 
Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N09191  POW  DEBRIEFS 

System  name: 

Summary  debriefs  of  former  Prisoners  of  War. 

System  location: 

Reet  Aviation  Sp^ialized  Operational  Training  Group,  Pacific 
Fleet,  Naval  Air  Station,  North  Island,  San  Diego,  California  92133 
Categories  of  individuals  covered  by  the  system: 

Former  Prisoners  of  War  in  Southeast  Asia. 

Categories  of  records  in  the  system: 

Synopsis  of  captivity  experiences  as  summarized  by  debriefers. 
Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Background  information  on  captivity  experiences,  resistance  tech¬ 
niques,  and  survival  aspects  including  indoctrination,  interrogation, 
PW  organization,  communications,  medical/isolation  conditions  and 
facilities  for  use  in  training  program.  Users  are  school  instructors/ 
managers. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Name. 

Safeguards: 

Need  to  know  certification,  locked  room,  limited  access  building 
with  visitor  control,  GSA  Approved  Security  Container. 

Retention  and  disposal: 

Held  indefinitely  in  support  of  training. 

System  managerts)  and  address: 

Commander,  Naval  Intelligence  Command,  Naval  Intelligence 
Command  Headquarters,  2461  Eisenhower  Avenue,  Alexandria,  Vir¬ 
ginia  22331. 

Notification  procedure: 

Commanding  Officer  of  military  personnel  submit  visit  request 
(OPNAV  Form  5521-27)  to  Commanding  Officer,  Fleet  Aviation 
Specialized  Operational  Training  Group,  Pacific  Reet,  Naval  Air 
Station,  North  Island,  San  Diego,  California  92135.  Civilian  person¬ 
nel  submit  request  to  System  Manager. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 


Record  source  categories: 

Debriefing  sessions  with  individual  concerned. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N09520  CMIS 

System  name: 

Court-Martial  Index  and  Summary 

System  location: 

Commander  Light  Attack  Wing,  U.  S.  Pacific  Reet,  Naval  Air 
Station,  Lemoore,  California  93245 

Categories  of  individuals  covered  by  the  system: 

Every  accused  tried  by  court-martial  convened  by  a  subordinate 
command  ■ 

Categories  of  records  in  the  system: 

A  card  which  summarizes  the  pertinent  information  from  a  record 
of  trial  such  as  name,  rate,  charges,  pleas,  findings,  sentence,  conven¬ 
ing  and  supervisory  authorities  actions. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Summarise  records  of  trial  for  reviewing  officers  and  provide  an 
alphabetical  index  for  locating  filed  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

5’  X  7’  index  cards 

Retrievability: 

Name 

Safeguards: 

Maintained  in  manned  room  which  is  locked  during  non-working 
hours. 

Retention  and  disposal: 

Maintained  for  five  years.  Destroyed  by  burning. 

System  manageris)  and  address: 

Staff  Judge  Advocate,  Commander  Light  Attack  Wing,  U.  S. 
Pacific  Fleet,  Naval  Air  Station,  Lemoore,  California  93245 

Notification  procedure: 

Information  can  be  obtained  by  writing  SYSMANAGER  or  visit¬ 
ing  his  office  and  providing  full  name.  Social  Security  Account 
Number  and  year  of  court-martial.  Military  ID  card  or  driver’s 
license  will  be  sufficient  for  visitors. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Record 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N30460(STUDENT) 

System  name: 

Legal  Diary 

System  location: 

Naval  Air  Technical  Training  Center,  Lakehurst,  New  Jersey 
08733 

Categories  of  individuals  covered  by  the  system: 

The  Legal  Diary  contains  chronological  summaries  of  events/dis¬ 
positions  of  individuals,  both  staff  and  student,  which  cause  other 
than  routine  actions  to  be  taken  by  the  Legal  Division  of  the  Admin¬ 
istrative  Department,  Naval  Air  Technical  Training  Center,  Lake¬ 
hurst,  New  Jersey. 

Categories  of  records  in  the  system: 

The  Legal  Diary  is  composed  of  8  1/2’  X  II  1/2’  pages  on  which 
the  following  information  is  recorded:  rate,  name  of  individual, 
branch  of  service,  social  security  number,  and  summarized  chain  of 
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events  and 'dispositions  in  the  case  of  the  individual  related  to  disci- 
pline  and/or  legal  assistance. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  Le^  Diary  is  utilized  to  document  legal  actions,  current  and 
pmt,  and  aids  in  briefing  the  Commanding  Officer,  NATTCL  with  a 
view  toward  proper  disposition  of  current  cases.  Past  (closed)  cases 
retained  on  fue  are  utilized  for  providing  precedence  for  current 
cases,  and  answering  higher  authority  with  regard  to  inquiry  of  past 
cases  handled. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folders 

Retrievability: 

Chronological 

Safeguards: 

Locked  room 

Retention  and  disposal: 

Two  years 

System  managerts)  and  address: 

Legal  Assistance  Referral  Officer,  NATTCL 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Police  Department/Court  records,  military  security  records,  credit 
organizations,  service  record  entries,  military/civilian  hospitals. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N30571  STAEMP/HNIN 

System  name: 

Statements  of  Employment  and  Financial  Interest 

System  location: 

Organizational  elements  of  the  Department  of  the  Navy  as  listed  in 
the  directory  of  Department  of  the  Navy  activities. 

Categories  of  individuals  covered  by  the  system: 

Persons  filing  DD  1555  or  DD  1555-1 

Categories  of  records  in  the  system: 

DD  1555  or  DD  1555-1  and  supplemental  lists  or  reports. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations  and  E.O.  11222. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  supervisors  and  counselors  to  determine  whether  the  employee 
has  or  may  have  a  conflict  of  interest.  For  law  enforcement  and 
investigatory  agencies,  such  as  the  Naval  Investigative  Service,  Fed¬ 
eral  Bureau  of  Investigation,  and  Department  of  Justice,  to  handle 
violations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  and  card  files. 

Retrievability: 

Name. 

Safeguards: 

Safe  or  locked  file  cabinet  accessible  to  authorized  personnel  only. 

Retention  and  disposal: 

Per  SECNAV  Records  Disposal  Manual. 

System  manager(s)  and  address: 

Commanding  Officer  or  head  of  the  organization  in  question.  See 
directory  of  Department  of  the  Navy  mailing  addresses. 


Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for- contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned,  his  supervisor,  and  the  counselor.  ■ 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N30640  NATTCL  1080/1 

System  name: 

Students  Awaiting  Legal,  Medical  Action  Account 

System  location: 

Naval  Air  Technical  Training  Center,  Lakehurst,  New  Jersey 
08733 

Categories  of  individuals  covered  by  the  system: 

a.  The  student  locator  card  file  contains  specific  data  on  all  student 
personnel  assigned  to  NATTCL,  whether  or  not  they  successfully 
completed  training.  A  dead  file  is  maintained  after  the  student  is 
transferred. 

b.  The  ’Others’  File  is  a  list  of  all  students  on  board  that  are  not 
enrolled  in  class.  Categories  include:  disciplinary,  medical,  and  ad¬ 
ministrative  (awaiting  orders,  port  calls,  passports,  humanitarian  re¬ 
quests,  administrative  discharge). 

Categories  of  records  in  the  system: 

a.  The  student  locator  card  file  is  composed  of  4’  X  6'  cards  on 
which  the  following  is  recorded:  Name,  previous  command,  rate, 
branch  of  service,  date  of  transfer,  new  duty  station  and  command, 
estimated  date  of  arrival,  standard  transfer  order  number,  and  rate 
upon  departure. 

b.  The  following  information  is  included  on-  students  listed  in  the 
’Others’  file:  date  of  hold,  type  of  hold,  estimated  period  of  hold, 
work  assignment,  parent  command  notification,  date  re-enrolled, 
availability  submission  (used  to  notify  Chief  of  Naval  Personnel  of 
member’s  availability  for  transfer),  date  orders  or  discharge  authori¬ 
zation  received,  date  transferred,  and  remarks. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

a.  The  file  is  used  routinely  to  verify  date  of  departure;  to  deter¬ 
mine,  in  conjunction  with  the  next  duty  station,  if  member  is  an 
unauthorized  absentee;  to  verify  attendance  and/or  completion  of 
training;  to  answer  requests  by  parents  who  do  not  know  the  school 
or  class  which  member  is  attending;  for  forwarding  official  corre¬ 
spondence. 

b.  This  file  is  utilized  to  maintain  accountability  of  all  students  not 
enrolled  in  class  to  ensure  the  appropriate  administrative  actions  are 
completed  in  a  timely  manner  ensuring  minimum  delay  in  the  train¬ 
ing  pipeline.  The  file  is  utilized  daily  by  the  Student  Control  Office 
and  is  routed  periodically  to  the  Commanding  Officer  via  the  Person¬ 
nel  Officer,  Administrative  Officer,  and  Executive  Officer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

a.  Index  card  drawer 

b.  File  Folders 

Retrievability: 

a.  Name 

b.  Name,  Rate,  Social  Security  Number 

Safeguards: 

a.  Locked  room 

b.  Maintained  in  locked  room  -  accessibility  is  limited  to  the  Stu¬ 
dent  Control  Office  personnel.  Personnel  Officer,  Administrative  Of¬ 
ficer,  Legal  Officer,  Executive  Officer,  and  Commanding  Officer. 

Retention  and  disposal: 

a.  Two  years 

b.  Two  years 

System  manager(s)  and  address: 

a.  Personnel  Office  Supervisor 
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b.  Personnel  Office  Supervisor 

Notification  procedure: 

a.  The  file  is  available  to  members  upon  proper  identification. 

b.  The  file  does  not  contain  information  beneficial  to  the  individu¬ 
al;  however,  with  proper  identification  any  student  can  review  the 
form  pertaining  to  himself.  This  may  be  accomplished  by  presenta¬ 
tion  of  military  I.D.  Card  to  a  responsible  petty  officer  in  the  Student 
Control  Office. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

a.  Official  documents  such  as  orders,  assignment  directives,  and 
service  records. 

b.  Sources  of  information  are:  NATTCL  Schools,  Medical  Au¬ 
thorities,  Legal  Officer,  Transfer  Section  of  Personnel  Office,  Drug 
Exemption  Officer,  NATTCL  Duty  Office. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N31698.WHSP 

System  name: 

White  House  Support  Program 

System  location: 

White  House  Liaison  Office,  Office  of  the  Secretary  of  the  Navy, 
Department  of  the  Navy,  Washington,  DC  20330. 

Categories  of  individuals  covered  by  the  system: 

All  Navy  and  Marine  Corps  military  and  civilian  personnel  and 
contractor  employees  who  have  been  nominated  by  their  employing 
activities  for  assignment  to  Presidential  support  duties. 

Categories  of  records  in  the  system: 

Personnel  records,  correspondence,  and  other  documents  and  rec¬ 
ords  in  both  automated  and  nonautomated  form  concerning  classifica¬ 
tion,  security  clearances,  assignment,  training,  and  other  qualifications 
relating  to  suitability  for  Presidential  support  duties. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy,  other 
components  of  the  Department  of  Defense,  and  Executive  Office  of 
the  President  in  the  performance  of  their  official  duties  related  to 
personnel  administration  and  the  evaluation  and  nomination  of  indi¬ 
viduals  for  assignment  to  Presidential  support  duties;  officials  and 
employees  of  other  federal  agencies  and  offices,  upon  request,  in  the 
performance  of  their  official  duties  related  to  the  provision  of  Presi¬ 
dential  support  and  protection;  the  Attorney  General  of  the  United 
States  or  his  authorized  representatives  in  connection  with  litigation, 
law  enforcement  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies.  General  use  and  purpose:  To  insure 
that  only  those  individuals  most  suitably  qualified  are  assigned  to 
duty  in  Presidential  support  activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  may  be  stored  on  magnetic  tapes,  disc  drums, 
and  on  punched  cards.  Manual  records  may  be  stored  in  file  folders, 
or  microform. 

Retrievability: 

Manual  Records:  By  name  if  individual  has  been  nominated  and 
not  yet  approved.  By  OSD  approval  date  if  individual  has  been 
approved,  and  by  employing  activity  removal  date  if  an  individual  is 
removed  from  assignment  for  cause.  Automated  records  may  be 
retrieved  by  name,  social  security  number,  and  control  number. 

Safeguards: 

Records  are  afforded  appropriate  protection  at  all  times,  stored  in 
locked  rooms  and  locked  file  cabinets,  and  are  accessible  only  to 
authorized  personnel  who  have  a  definite  need  to  know  and  who  are 
properly  screened,  cleared,  and  trained. 

Retention  and  disposal: 


Records  are  retained  or  disposed  of  in  accordance  with  SECNA- 
VINST  P5212.5B,  subj:  Dispo^  of  Navy  and  Marine  Corps  records. 

System  manageifs)  and  address: 

Administrative  Aide  to  the  Secretary  of  the  Navy,  Navy  Depart¬ 
ment,  Washington,  D.C.  20330 

Notification  procedure: 

Requests  from  individuals  by  correspondence  should  be  addressed 
to  the  Office  of  the  Administrative  Aide  to  the  Secretary  of  the 
Navy,  Navy  Department,  Washington,  D.C.  20330.  Visits  are  limited 
to  the  Office  of  the  Administrative  Aide  to  the  Secretary  of  the 
Navy.  Written  requests  should  contain  the  full  name  of  the  individual 
and  his  social  security  number.  For  personal  visits,  the  individual 
should  be  able  to  provide  some  acceptable  identification,  that  is, 
driver's  license,  etc. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’-s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Officials  and  employees  of  the  Department  of  the  Navy  and  other 
Department  of  Defense  components;  federal,  state,  and  local  court 
documents;  civilian  and  military  investigative  reports;  general  corre¬ 
spondence  concerning  the  individual;  and  federal  and  state  agency 
records. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  3  U.S.C.  332a  (kXl),  (2), 
(3)  and  (3),  as  applicable.  For  additional  information,  contact  the 
System  Manager. 

N31708NC&PB  _ 

System  name: 

Naval  Clemency  and  Parole  Board  files 

System  location: 

Naval  Clemency  and  Parole  Board,  Room  729,  Ballston  Tower  2, 
801  North  Randolph  Street,  Arlington,  Va.  22203 

Categories  of  individuals  covered  by  the  system: 

Members  or  former  members  of  the  Navy  or  Marine  Corps  whose 
cases  have  been  or  are  being  considered  by  the  Naval  Clemency  and 
Parole  Board. 

Categories  of  records  in  the  system: 

The  file  contains  individual  applications  for  clemency  or  parole, 
reports  and  recommendations  thereon  indicating  progress  in  confine¬ 
ment  or  while  awaiting  completion  of  appellate  review  if  not  con¬ 
fined,  or  on  parole;  correspondence  between  the  individual  or  his 
counsel  and  the  Naval  Clemency  and  Parole  Board  or  other  Navy 
offices;  other  correspondence  concerning  the  case;  the  court-martial 
order  and  staff  Judge  Advocate’s  review;  and  a  summarized  record 
of  the  proceedings  of  the  Board. 

.  Authority  for  maintenance  of  the  system: 

10  U.S.C.  874(a),  932-934 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  file  is  used  in  conjunction  with  periodic  review  of  the  mem¬ 
ber’s  or  former  member’s  case  to  determine  whether  or  not  clemency 
or  parole  is  warranted.  The  file  is  referred  to  in  answering  inquiries 
from  the  member  or  former  member  or  their  counsels.  The  file  is 
referred  to  by  the  Navy  Discharge  Review  Board  and  the  Board  for 
Correction  of  Naval  Records  in  conjunction  with  their  subsequent 
review  of  applications  from  members  or  former  members.  The  file  is 
also  used  by  counsel  in  connection  with  representation  of  members 
or  former  members  before  the  Naval  Clemency  and  Parole  Board. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability:  ' 

Folders  are  filed  by  name  and  social  security  number  or  service 
number. 

Safeguards: 

Files  are  kept  within  the  Naval  Clemency  and  Parole  Board  ad¬ 
ministrative  office.  Access  during  business  hours  is  controlled  by 
Board  personnel.  The  office  is  locked  at  the  close  of  business;  the 
building  in  which  the  office  is  located  employs  security  guards. 
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Retention  and  disposal: 

Files  are  permanent.  They  are  retained  in  the  Naval  Clemency  and 
Parole  Board's  administrative  office  until  all  portions  of  the  sentence 
have  been  completed  and  the  discharge  has  been  executed.  After  that 
the  folders  are  sent  to  Washington  National  Records  Center,  4025 
Suitland  Road,  Suitland,  MD.  20023 

System  manageKs)  and  address: 

Director,  Navy  Council  of  Personnel  Boards,  Department  of  the 
Navy,  801  North  Randolph  Street,  Arlington,  Va.  22203 

Notification  procedure: 

Information  may  be  obtained  from  the  Naval  Clemency  and  Parole 
Board,  Room  90S,  801  North  Randolph  Street,  Arlington  Va.  22203, 
Telephone  202/692-4592 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Information  contained  in  the  file  is  obtained  from  the  member  or 
former  member  or  from  those  acting  in  their  behalf,  from  confine¬ 
ment  facilities,  from  military  commands  and  offices,  from  personnel 
service  records  and  medical  records,  and  from  civilian  law  enforce¬ 
ment  agencies  or  individuals. 

Systems  exempted  from  certain  provisions  of  the  act: 

Portions  of  this  system  may  be  exempt  under  5  U.S.C.  552a(j)  or 
(k),  as  applicable.  For  additional  information  contact  the  system 
manager. 

N31708NDRB 

System  name: 

Navy  Discliarge  Review  Board  Proceedings. 

System  location: 

Navy  Discharge  Review  Board,  Room  910,  Ballston  Tower  2,  801 
North  Randolph  Street,  Arlington,  Va.  22203 

Categories  of  individuals  covered  by  the  system: 

Former  Navy  and  Marine  Corps  personnel  who  have  submitted 
applications  for  review  of  discharge  or  dismissal  pursuant  to  10  USC 
1553,  or  whose  discharge  or  dismissal  has  been  or  is  being  reviewed 
by  the  Navy  Discharge  Review  Board,  on  its  own  motion,  or  pursu¬ 
ant  to  an  application  by  a  deceased  former  member's  next  of  kin. 

Categories  of  records  in  the  system: 

The  file  contains  the  former  member’s  application  for  review  of 
discharge  or  separation,  any  supporting  documents  submitted  there¬ 
with,  copies  of  correspondence  between  the  former  member  or  his 
counsel  and  the  Navy  Discharge  Review  Board  and  other  corre¬ 
spondence  concerning  the  case,  and  a  summarized  record  of  proceed¬ 
ings  before  the  Board. 

Authority  for  maintenance  of  the  system: 

10  USC  1553 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  file  is  used  in  conjunction  with  the  consideration  of  the  former 
member’s  application  for  review  of  discharge  or  dismissal  and  any 
subsequent  application  by  the  member.  The  file  is  referred  to  in 
answering  inquiries  from  the  former  member  or  counsel  regarding 
the  action  taken  in  the  former  member’s  case.  The  file  is  referred  to 
by  the  Board  for  Correction  of  Naval  Records  in  conjunction  with 
its  review  of  any  subsequent  application  by  the  former  member  for  a 
correction  of  records  relative  to  the  former  member’s  discharge  or 
dismissal.  The  file  is  used  by  counsel  for  the  former  member,  and  by 
accredited  representatives  of  veterans’  organizations  recognized  by 
the  Administrator  of  Veterans’  Affairs  under  38  U.S.C.  3402  and  duly 
designated  by  the  former  member  as  his  or  her  representative  before 
the  Navy  Discharge  Review  Board. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  Hie  folders;  plastic  recording  disks  and  recording 
cassettes. 

Retrievability: 

The  records  are  filed  by  name,  by  social  security  number,  and  by 
service  number. 

Safeguards: 


Files  are  kept  within  the  Navy  Discharge  Review  Board’s  adminis¬ 
trative  office.  Access  during  business  hours  is  controlled  by  Board 
personnel.  The  office  is  locked  at  the  close  of  business;  the  building 
in  which  the  office  is  located  employs  security  guards. 

Retention  and  disposal: 

Files  are  permanent.  They  are  retained  in  the  Navy  Discharge 
Review  Board’s  administrative  office  for  two  years.  After  that  time, 
they  are  sent  to  the  Federal  Records  Center,  Suitland,  Maryland 
System  manager(s)  and  address: 

Director,  Navy  Council  of  Personnel  Boards,  Department  of  the 
Navy,  801  North  Randolph  Street,  Arlington,  Va.  22203 
Notification  procedure: 

Information  may  be  obtained  from  The  Navy  Discharge  Review 
Board.  Room  905,  801  North  Randolph  Street,  Arlington,  Va.  22203. 
Telephone  202/692-4991 
Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Information  contained  in  the  files  is  obtained  from  the  former 
member  or  those  acting  on  the  former  member’s  behalf,  from  military 
personnel  and  medical  records,  and  from  records  of  law  enforcement 
investigations. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N57043  NAVMAR4065 

System  name: 

Commissary  Control  Program 
System  location: 

Commander  in  Chief  Pacific  Representative,  Guam  and  the  Trust 
Territory  of  the  Pacific  Islands,  FPO  San  Francisco  96630 
Categories  of  individuals  covered  by  the  system: 

All  authorized  commissary  patrons  on  Guam 
Categories  of  records  in  the  system:  , 

Automated  master  tape,  purchase  amounts,  abuser  notification  let¬ 
ters 

Authority  for  maintenance  of  the  system: 

5  USC  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Quarterly  review  by  authorized  personnel  to  identify  potential 
abusers 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Master  tape,  punched  cards,  readout  lists,  file  folders  on  purchase 
entries  and  abuser  letters 
Retrievability: 

Social  security  account  number 
Safeguards: 

Maintained  in  file  cabinet  in  locked  office  spaces 
Retention  and  disposal: 

Names  maintained  on  master  tape  and  deleted  three  months  after 
last  purchase 

System  manageKs)  and  address: 

Commander  in  Chief  Pacific  Representative,  Guam  and  the  Trust 
Territory  of  the  Pacific  Islands 
Notification  procedure: 

Apply  to  the  system  manager. 

Record  access  procedures: 

The  agency  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 
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Individual  to  whom  records  pertain. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N60258  002 

System  name: 

Welfare  and  Recreation  Ticket  Selection  Program 
System  location: 

Commander,  Long  Beach  Naval  Shipyard,  Long  Beach,  CA  90801 
Categories  of  individuals  covered  by  the  system: 

All  On-Board  Employees  of  the  Command 
Categories  of  records  in  the  system: 

Name,  Shop,  Badge,  Date  won.  Signature 
Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  award  tickets  to  employees  on  a  random  basis. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  print-outs 
Retrievability: 

By  random  sequence  number  indexed  to  Name,  Shop  and  Badge 
No. 

Safeguards: 

Stored  in  a  locked  cabinet  in  the  Industrial  Relations  Department 
Retention  and  disposal: 

Until  every  employee  has  been  awarded  tickets. 

System  managerfs)  and  address: 

Commander,  Long  Beach  Naval  Shipyard,  Long  Beach,  CA  90801 
Notification  procedure: 

Direct  inquiry  to  the  SYSMANAGER,  providing  Shop,  Badge 
and  Name 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Payroll  Master  File. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N60530  1 

System  name: 

BIBLIOGRAPHY 
System  location: 

Naval  Weapons  Center;  China  Lake,  Ca.  93555 
Categories  of  individuals  covered  by  the  system: 

Employees  of  the  NWC  who  have  authored  local  or  open  litera¬ 
ture  publications  or  who  have  been  granted  patents  or  a  notice  of 
allowability  for  a  patent. 

Categories  of  records  in  the  system: 

Publications  and  patents  of  activity  employees  with  a  summary  of 
its  content. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Primary  use  is  as  a  technical  reference  document  for  scientific  and 
engineering  literature  published  by  the  Naval  Weapons  Center.  Users 
are  headquarters  officers,  other  DOD  laboratories  in  all  three  serv¬ 
ices,  and  private  industry  scientific  research  and  development  organi¬ 
zations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Official,  bound  publication 


Retrievability: 

Name  of  author  or  inventor,  subject  of  publication  or  patent,  or 
number  of  publication  or  patent. 

Safeguards: 

Document  is  kept  in  locked,  secured  area.  Individuals  allowed 
access  based  on  showing  of  need  to  know  and  proper  security  clear¬ 
ance. 

Retention  and  disposal: 

Indefinitely. 

System  manageris)  and  address: 

Head,  Informatin  Department,  Naval  Weapons  Center,  China 
Lake,  California  93555. 

Notification  procedure: 

Individuals  can  determine  whether  the  system  contains  records 
pertaining  to  them  by  contacting  the  system  manager  or  visiting  that 
office.  Activity  security  badge  will  constitute  proof  of  identity. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  ap^aling  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

The  authors  listed  and  the  departments  in  which  they  are  em¬ 
ployed.  , 

Systems  exempted  from  certain  provisions  of  the  act: 

None  .  ' 

N61339  WA1144 

System  name: 

Design  of  Training  Systems  Data  Base  -  Instructor  File 

System  location: 

Commanding  Officer  Fleet  Training  Center  Norfolk,  VA  2351 1 

Categories  of  individuals  covered  by  the  system: 

The  system  contains  records  on  each  instructor  assigned  to  the 
Fleet  Training  Center,  Norfolk,  Virginia. 

Categories  of  records  in  the  system: 

The  Instructor  File  contains  the  following  information:  Instructor 
Number,  Name,  Initials,  Rate/Rating,  Assigned  Department,  Report¬ 
ing  Date,  Month/  Year  Rotation  Date,  Contact  Hours  Available. 

Authority  for  maintenance  of  the  system: 

5  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  contained  in  the  instructor  file  is  used  in  a  Re¬ 
search  and  Development  effort  to  determine  the  feasibility  of  the 
application  of  mathematical  models  at  the  Fleet  Training  Center, 
Norfolk,  Virginia  for  the  management  and  control  of  instructor  re¬ 
sources.  The  internal  users  of  this  system  are  the  Fleet  Training 
Center,  Norfolk,  VA,  and  the  Training  Analysis  and  Evaluation 
Group,  Orlando,  Florida.  The  system  was  developed  under  contract 
by  the  International  Business  Machines  Corporation,  7900  N.  Astro¬ 
naut  Boulevard,  Cape  Canaveral,  Florida. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  Disc 

Retrievability: 

Instructor  Number 

Safeguards: 

Sign-on  procedures  on  computer  terminal  with  guarded  password 
to  prevent  unauthorized  access. 

Retention  and  disposal: 

The  instructor  records  are  maintained  to  support  a  feasibility  study 
under  a  research  and  development  contract.  The  contract  ends  in 
September  1975  with  maintenance  of  the  files  continued  until  1976.  If 
the  results  of  the  study  prove  the  feasibility  of  the  approach  the 
system  would  be  appropriately  modified  and  become  operational. 
Otherwise,  the  system  records  would  be  effectively  destroyed.  Rec¬ 
ords  have  been  effectively  maintained  from  February  1975. 

System  manageris)  and  address: 

Policy  Official 
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Director 

Training  Analysis  and  Evaluation  Group 
Orlando,  Florida  32813 

Record  Holder 
Commanding  Officer 
Fleet  Training  Center 
Norfolk,  Virginia 

Notification  procedure: 

Individuals  can  determine  whether  the  system  contains  records 
pertaining  to  them  by  writing  the  SYSMANAGER  indicated,  giving 
full  name,  instructor  number,  and  service  time  attached  to  the  Fleet 
Training'  Center,  Norfolk,  VA  as'an  instructor.  Personal  visits  to  the 
SYSMANAGER  require  the  same  information. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  4>e  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officer  Master  File  System,  Enlisted  Master  File  System,  Navy 
Intergrated  Training  and  Resources  Administration  System. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N61581  LOGISTICS 

System  name: 

Otsu  Prision  health  and  comfort  items 

System  location: 

Commander  Fleet  Activities,  FPO  Seattle  98762 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  have  been  imprisoned  under  Japanese  Law  and 
Jurisdiction  for  various  offenses. 

Categories  of  records  in  the  system: 

Record  of  requests  for,  receipt  of,  and  issues  to  of  individuals 
imprisoned  in  Otsu  Prison  located  in  Yokosuka,  Japan. 

Authority  for  maintenance  of  the  system: 

S  use  301,  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  for  billing  armed  services,  other  than  Navy  and  Marine 
Corps  for  items  of  health  and  comfort  issued  to  their  personnel 
imprisoned.  Billing  is  prepared  in  accordance  with  existing  interser¬ 
vice  support  agreements  (ISSAS).  Additionally,  file  used  to  answer 
complaints  in  instances  where  prisoners  contend  they  are  not  sup¬ 
ported  properly. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder. 

Retrievability: 

Alphabetically  by  surname.  New  individual  files  instituted  with 
arrival  of  individual  in  prison.  Previous  files  retrieved  to  semi-active 
for  one  year  and  thereafter  destroyed  without  report. 

Safeguards: 

Files  maintained  in  locked  file  cabinet  in  locked  office. 

Retention  and  disposal: 

Destroyed  without  report  after  two  years. 

System  managerts)  and  address: 

Commander  Fleet  Activities,  FPO  Seattle  98762 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  SYSMAN¬ 
AGER  listed  above  and  provide,  as  a  minimum,  the  following  infor¬ 
mation:  rank/  rate,  full  name,  branch  of  service,  social  security 
number.  Files  maintained  in  logistics  within  command  and  requestors 
may  visit  this  office  for  review  of  their  files  during  normal  working 
hours.  Proof  of  identification  limited  to  Armed  Forces  Identification 
Cards  or  Passports. 

Record  access  procedures: 

The  agency’s  rule  for  access  to  record  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 


The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Prison  Officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N62585  RATION  PERMITS 

System  name: 

Ration  Card,  Luxury  Permit  Record  Cards. 

System  location: 

Commander,  U.S.  Naval  Activities,  United  Kingdom,  Box  60,  FPO 
NY  09510 

Categories  of  individuals  covered  by  the  system: 

Officer,  Enlisted  and  civilian  component  personnel 

Categories  of  records  in  the  system: 

Ration  Card/Luxury  Permit  holders  are  entered  on  a  5’X8’  color 
coded  cards,  which  are  contained  in  boxes  and  maintained  alphabeti¬ 
cally.  Ration  Cards/Luxury  Permit  are  registered  in  log,  showing 
name  of  individual  and  number  of  Ration  Card/Luxury  Permit 
issued. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purposes  of  the  maintenance  of  records  are  (1)  to  establish 
strict  control  over  persons  entitled  to  acquire  tax-free  ration  items; 
(2)  to  ensure  entitled  personnel  do  not  obtain  more  than  one  ration 
card/luxury  permit,  and  (3)  for  the  purposes  of  inspection  by  officers 
of  Her  Majesty’s  Commissioners  of  Customs  and  Excise,  United 
Kingdom,  with  whom  Ration  Card  and  Luxury  Permits  program  was 
originally  negotiated  by  the  U.S.  military  authorities.  Access  to  rec¬ 
ords  is  available  to  accredited  members  of  the  Naval  Investigative 
Service  Office  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

All  Ration  Card/Luxury  Permit  records  maintained  on  S’X8’  cards 
filed  and  listed  in  numerical  order  in  logs. 

Retrievability: 

Name 

Safeguards: 

Records  held  in  file  cabinets  in  space  maintained  by  Enlisted  Per¬ 
sonnel  Office  during  working  hours  and  locked  after  working  hours. 

Retention  and  disposal: 

All  records  maintained  for  duration  of  tour  of  personnel  con¬ 
cerned.  Thereafter  destroyed  when  ration  card/luxury  card  de¬ 
stroyed. 

System  managerfs)  and  address: 

Commander,  U.S.  Naval  Activities,  United  Kingdom,  Box  60,  FPO 
NY  09510 

Notification  procedure: 

Personnel  presenting  a  valid  military  identification  card  or  Depart¬ 
ment  of  Defense  identification  card  at  this  office,  can  obtain  viewing 
of  all  records  pertaining  to  themselves.  No  procedures  exist  for 
providing  this  type  x>f  information  by  mail,  nor  is  it  normally  re¬ 
quired  by  individuals. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Not  applicable 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N62585POV/GAS  RECORDS 

System  name: 

Privately-owned  Tax-free  Vehicle  Record  Cards.  Tax-free  Gaso¬ 
line  Record  Cards. 
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System  location: 

Commander,  U.  S.  Naval  Activities,  UK,  FPO  NEW  YORK 
09510 

Categories  of  individuals  covered  by  the  system: 

Officers,  enlisted  and  civilian  component  personnel. 

Categories  of  records  in  the  system: 

Privately-owned  tax/free  vehicles  and  owners  are  entered  on  type¬ 
written  8’  X  S'  white  cards,  which  are  contained  in  boxes  and  main¬ 
tained  alphabetically.  Gasoline  coupon  records  are  maintained  on 
individually-completed  green  8’  x  5’  cards  (3AF  fORM  43)  AND 
FILED  ALPHABETICALLY,  i.d.  windscreen  stickers  registered  in 
log,  showing  name  of  individual  and  sticker  number  allocated. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purposes  of  the  maintenance  of  records  are  (I)  to  establish 
strict  control  over  persons  entitled  to  acquire  tax-free  vehicles;  (2)  to 
ensure  entitled  personnel  do  not  obtain  gasoline  coupons  in  excess  of 
their  entitlement,  and  (3)  for  purposes  of  inspection  by  officers  of 
Her  Majesty’s  Commissioners  of  Customs  and  Excise,  United  King- 
don,  with  whom  the  tax  free  vehicle  and  gasoline  program  was 
originally  negotiated  by  the  U.  S.  military  authorities.  Access  to 
records  is  available  to  accredited  members  of  the  Naval  Investigative 
Services  Office  upon  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

All  vehicle  and  gasoline  records  maintained  on  8'  by  S'  cards.  I.  D. 
Stickers  listed  numerically  in  register. 

Retrievahility: 

Name.  ' 

Safeguards: 

Records  held  in  file  cabinets  in  space  maintained  by  Law  Center 
personnel  when  unsecured  and  locked  when  not  so  monitored. 

Retention  and  disposal: 

All  records  maintained  for  duration  of  tour  of  personnel  con¬ 
cerned.  Thereafter  destroyed  when  vehicle  shipped  out  of  the  coun¬ 
try  or  scrapped.  Gas  coupon  records  destroyed  upon  tum-in  of 
unused  coupons  on  departure  of  personnel. 

System  managerts)  and  address: 

Commander,  U.  S.  Naval  Activities,  UK  (Staff  Judge  Advocate) 

Notification  procedure: 

Individuals  presenting  a  valid  military  identification  card  or  De¬ 
partment  of  Defense  identification  at  the  Office  of  the  Staff  Judge 
Advocate,  U.  S.  Naval  Activities,  U.  K.,  can  obtain  viewing  of  all 
records  pertaining  to  themselves.  No  procedures  exist  for  providing 
this  type  of  information  by  mail,  nor  is  it  normally  required  by 
individuals. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
sy  stem  manager. 

Record  source  categories: 

Application  by  member. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N62695-01 

System  name:  ' 

Naval  Audit  Personnel  Development  System 

System  location: 

Naval  Audit  Service  Headquarters,  P.O.  Box  1206,  Falls  Church, 
Virginia,  22041 

Categories  of  individuals  covered  by  the  system: 

All  personnel  employed  by  the  Naval  Audit  Service. 

Categories  of  records  in  the  system: 

Employee  audit  experience  and  historical  career  development  data. 

Authority  for  maintenance  of  the  system: 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Audit  task  assignment  and  future  career  development;  forecasting 
talent  requirements. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape 
Retrievahility: 

Name,  SSN 
Safeguards: 

Computer  System  Software;  code  word  access. 

Retention  and  disposal: 

Records  retained  until  employee  retires,  is  deceased,  or  leaves 
Audit  Service  for  other  employment;  record  is  then  destroyed. 

System  manageris)  and  address: 

Director,  Naval  Audit  Service  is  overall  policy  ofneial;  Director, 
Education  and  Training  Division  has  direct  control;  Naval  Audit 
Service  HQ,  Falls  Church,  Va  22041 
Notification  procedure: 

Apply  to  System  Manager 
Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual  concerned.  Standard  civilian  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N62769  02 

System  name: 

Individual  Merchandise  Control  Record 
System  location:  Merchandise  Control  Offices: 

U.  S.Naval  Station,  Subic  Bay,  RP 

U.  S.Naval  Air  Station,  Cubi  Point,  RP 

U.  S.Naval  Communications  Station  Philippines,  San  Miguel,  RP 
Categories  of  individuals  covered  by  the  system: 

Individual  records  are  maintained  on  each  person  issued  a  ration 
card  for  purchasing  purposes  at  the  various  bases  in  the  Philippines. 
Categories  of  records  in  the  system: 

Purchases  of  individuals  while  attached  for  duty  and  authorized  to 
buy  items  during  their  tenure  in  the  Philippines. 

Authority  for  maintenance  of  the  system: 

Military  Bases  Agreement  and  subsequent  exchange  of  notes  be¬ 
tween  the  Governments  of  the  United  States  of  America  and  the 
Republic  of  the  Philippines. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Monitoring  the  purchases  of  individuals  to  insure  they  are  not  over 
expending  their  purchase  limitations  or  abusing  their  tax-free  privi¬ 
leges  afforded  them,  plus,  identify  any  possible  blackmarketeering. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 
Retrievahility: 

Name 

Safeguards: 

Only  authorized  employees  allowed  access  to  files,  locked  cabinets. 
Retention  and  disposal: 

If  no  violations  during  tour  -  destroyed  immediately  upon  detach¬ 
ment;  if  minor  violations  -  destroyed  after  three  months  of  detach¬ 
ment;  if  permanent  revocation  of  privileges  invoked  -  record  kept 
indefinitely. 

System  manageris)  and  address: 

Merchandise  Control  Officers,  U. S.Naval  Station,  Subic  Bay; 
U.S.Naval  Air  Station,  Cubi  Point;  U.S.Naval  Communications  Sta¬ 
tion  Phil,  San  Miguel,  RP. 
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Notification  procedure: 

Individual  must  nil  out  merchandise  control  information  form  upon 
requesting  a  ration  card  be  issued.  Info  provided  merchandise  control 
officers.  Requester  must  provide  merchandise  control  officer  with  his 
name,  rank/rate/GS  rating,  marital  status,  number  of  dependents,  age 
of  dependents,  name  of  parent  command  attached  to  in  the  PhilTi- 
pines,  social  security  number,  name  of  dependents;  individual  can 
visit  merchandise  control  office  applicable  to  their  command  for 
record  maintenance.  Military  ID  card  required. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Personal  data  of  individual  and  dependents 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N6276903  • 

System  name: 

International  Legal  Hold  Files  '' 

System  location: 

U.S.  Naval  Legal  Offices  in  a  foreign  country. 

Categories  of  individuals  covered  by  the  system: 

Military  personnel,  members  of  civilian  component  and  their  de¬ 
pendents  who  have  nad  criminal  charges  lodged  against  them  in  a 
foreign  country. 

Categories  of  records  in  the  system: 

Case  and  card  files  containing  copies  of  legal  documents  received 
and  filed  relative  to  the  case,  statements,  affidavits,  handwritten 
notes,  and  other  miscellaneous  data  about  the  particular  case. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  foreign  .  i\  ihan  attorneys  in  representing  the  accused,  by 
the  military  legal  au  ’v<i  of  the  accused  and  by  supervisory  person¬ 
nel  monitoring  the  U  nold  status  of  personnel  abroad.  Information 
may  be  release  to  .tficials  in  the  Department  of  Defense  for 

required  reports. 

Policies  and  prat'x  e-  t<>r  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  die  system: 

Storage: 

File  folders  and  ■  >  .o.ts 

Retrievability: 

Files  are  retrieved  by  -.iame. 

Safeguards: 

Only  personnel  in  iniernational  law  department  are  authorized 
access.  Building  is  kep>  locked  when  not  occupied. 

Retention  and  disposal: 

Per  SECNAV  Re<  oids  Disposal  Manual 

System  managertsi  and  address: 

Commanding  Officei  or  head  of  the  organization  in  question.  See 
directory  of  Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

Requester  can  write  to  the  system  manager  giving  name,  rate  and 
service  number.  Military  ID  or  any  standard  ID  showing  applicant’s 
photo  shall  be  sufficient  for  personal  visits. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Foreign  judicial  system,  accused,  attorneys  representing  accused, 
military  legal  advisor,  Provost  Marshal’s  office,  subject’s  command¬ 
ing  officer,  witnesses,  and  the  complainant.  ^ 

Systems  exempted  from  certain  provisions  of  the  act: 


None 

N62932  COMSYSTOSHOPRE 

System  name: 

Commissary  store  monetary  allowance  records 
System  location: 

Officer  in  Charge 

Commissary  Store  Region,  Taipei 

Box  23  APO  San  Francisco  96263 

Categories  of  individuals  covered  by  the  system: 

Active  and  selected  retired  members  of  the  armed  forces  and  then 
dependents  stationed  in  or  visiting  Taiwan.  DOD  or  State  Depart 
ment  sponsored  civilians  and  their  dependents  working  in  or  visiting 
Taiwan.  Retired  members  of  the  armed  forces  and  their  dependents 
residing  in  Taiwan  when  specifically  authorized  by  the  governments 
of  the  Republic  of  China  and  the  United  States,  as  stipulated  in  the 
status  of  forces  agreement. 

Categories  of  records  in  the  system: 

Temporary  monetary  allowance  card,  permanent  monetary  allow¬ 
ance  card,  armed  forces  and  dependents  identification  cards,  commis¬ 
sary  and  Navy  exchange  privilege  cards. 

Authority  for  maintenance  of  the  system: 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  monitor  actual  purchases  by  individual  patrons  and  comparison 
with  their  monetary  purchase  limitations.  On  occasion  and  with 
proper  request  from  the  Headquarters  Support  Activity  Provost  Mar¬ 
shal  Office  or  the  Naval  Investigative  Service,  reproduction  of  these 
records  are  made  and  turned  over  to  the  agents  of  the  aforemen-  | 

tioned  agencies  personally. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

8  X  10  cards 
Retrievability: 

Local  commissary/nav  V  exchange  privilege  card  number 
Safeguards: 

During  business  hours  i  ,  >ntinous  watch  is  posted  on  the  files  with 
a  minimum  number  of  m  lary  and  local  national  employees  author¬ 
ized  access.  During  non  v,oiking  hours  the  area  is  locked  and  sealed 
However,  the  desk  dra>\er  holding  the  files  is  an  ’open  top’  type  and 
does  not  have  locking  capability. 

Retention  and  disposal 

Six  months  after  merr-tv-s  detachment,  cancellation,  completion  or 
expiration  of  privilege  i  a'  Js 
System  managerts)  and  address: 

Commander,  U.S.  lanscin  Defense  Command,  FPO  San  Francisco 
96263 

Notification  procedure. 

These  monetary  allowance  cards  contain  the  following  informa¬ 
tion:  name,  total  monthly  purchase  limitations,  actual  monthly  pur¬ 
chases  and  commissary/  navy  exchange  privilege  card  numbers. 

They  are  handed  to  patrons  upon  presentation  of  proper  credentials 
(e.g.  identification  card  and  commissary  store/navy  exchange  privi¬ 
lege  card).  The  patron  surrenders  his  monetary  allowance  card  to  the 
cash  register  operator  when  shopping  is  completed  and  he  is  paying 
for  purchases.  The  cash  register  operator  then  enters  the  total  mone¬ 
tary  amount  of  purchase  made  at  that  time. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Monetary  allowance  cards  are  issued  by  the  Area  Coordinating 
Officer,  Taipei  (Commanding  Officer,  Headquarters  Support  Activi¬ 
ty,  Republic  of  China,  Box  25  APO  San  Francisco  96263) 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N63110  ATJ 


System  name: 
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Aviation  Training  Jacket 

System  location: 

The  Aviation  Training  Jacket  accompanies  the  individual  student 
to  each  Naval  Air  Command  as  he  progresses  in  the  training  pro¬ 
gram.  Upon  completion  or  termination  of  training,  the  Aviation 
Training  Jacket  is  forwarded  to  the  following  command; 

Chief  of  Naval  Air  Training 
Naval  Air  Station 
Corpus  Christi,  TX,  78419 

Categories  of  individuals  covered  by  the  system: 

All  naval  aviators,  naval  flight  officers,  naval  flight  surgeons,  avi¬ 
ation  warrant  officers,  and  precommissioning  training  for  aviation 
maintenance  duty  and  aviation  intelligence  officers.  This  includes 
records  in  the  above  categories  for  individuals  who  do  not  complete 
prescribed  training. 

Categories  of  records  in  the  system: 

Aviation  flight  training,  practical  and  academic  grade  scores,  in¬ 
cluding  pre-training  aviation  test  battery  scores. 

Authority  for  maintenance  of  the  system: 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Evaluation  of  individual  training  progress  and  evaluation  of  train¬ 
ing  systems  including  studies  and  statistical  analysis  of  training  mat¬ 
ters  within  the  Naval  Air  Training  Command.  Summaries  of  training 
provided  to  other  Naval  commands  where  further  training  is  re¬ 
quired.  Academic  transcripts  provided  to  educational  institutions 
upon  individual  request. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  in  metal  filing  cabinets. 

Retrievability: 

Name  and  date  of  designation,  completion  or  termination  of  train¬ 
ing. 

Safeguards: 

Access  is  restricted  to  the  individual  or  those  who  maintain  train¬ 
ing  records  and  those  who  are  directly  involved  with  the  individual's 
training  or  evaluation.  The  file  cabinets  containing  the  jackets  are  in 
command  areas  under  normal  military  24  hour  security  measures. 

Retention  and  disposal: 

Retained  at  the  Chief  of  Naval  Air  Training  headquarters  for  six 
months,  then  transferred  to  the  Federal  Records  Center,  East  Point, 
GA.  Retained  for  75  years  (SECNAVINST  5212.5B). 

System  managerfs)  and  address: 

Chief  of  Naval  Air  Training,  Naval  Air  Station,  Corpus  Christi, 
TX  78419 

Notification  procedure: 

The  individual  is  informed  that  the  Aviation  Training  Jacket  is 
being  maintained  and  has  ready  access  to  it  during  training.  After 
training,  he  can  submit  written  request  to  the  system  manager  listed 
above  and  must  provide  name,  social  security  number  or  officer  file 
number,  and  date  of  completion  or  termination  of  training.  Personal 
vistors  can  provide  proof  of  identity  by  military  identification  card, 
active  or  retired,  or  driver’s  license  and  some  record  of  naval  service. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Prior  educational  experience,  flight  grades,  academic  grades  sup¬ 
porting  flight  training,  physical  fitness/survival/swimming  proficien¬ 
cy,  aviation  physiology  training  and  qualifications,  and  birth  certifi¬ 
cate. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N63110  HST 

System  name: 

Flight  Instruction  Standardization  and  Training  (FIST)  Jacket 

System  location:  « 


The  FIST  jacket  is  located  at  the  various  Naval  Air  Training 
Commands  where  the  individual  may  be  assigned.  The  following 
command  can  be  contacted  to  determine  the  location  of  any  specific 
command.  Chief  of  Naval  Air  Training  Naval  Air  Station  Corpus 
Christi,  TX  78419 

Categories  of  individuals  covered  by  the  system: 

All  naval  aviators  and  naval  flight  officers  assigned  to  duty  as 
instructors  within  the  Naval  Air  Training  Command. 

Categories  of  records  in  the  system: 

A  record  of  flight  instruction  standardization  and  training  required 
of  naval  aviators  and  naval  flight  officers  assigned  duty  as  instruc¬ 
tors. 

Authority  for  maintenance  of  the  system: 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Scheduling  of  training  flights.  Qualification  and  designation  as  a 
flight  instructor.  Initial  qualification  and  re-designation  in  type  air¬ 
craft  to  instruct.  Used  by  Commanding  Officers  and  training  person¬ 
nel  of  the  command  to  which  the  individual  is  assigned.  Administra¬ 
tion  of  the  FIST  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  in  metal  file  cabinets. 

Retrievability: 

Name,  rank,  and  social  security  number. 

Safeguards: 

Access  is  restricted  to  the  individual,  his  commanding  officer,  or 
those  involved  in  maintaining  training  records.  The  file  cabinets 
containing  the  jackets  are  in  command  areas  under  normal  military 
24  hour  security  measures. 

Retention  and  disposal: 

Jackets  are  retained  in  the  individual’s  command  until  detachment, 
at  which  time  it  is  given  to  the  individual. 

System  manageris)  and  address: 

Chief  of  Naval  Air  Training,  Naval  Air  Station,  Corpus  Christi, 
TX  78419 

Notification  procedure: 

The  individual  is  informed  that  the  FIST  jacket  is  being  main¬ 
tained,  participates  in  its  development  and,  additionally,  is  required  to 
review  the  jacket  with  his  instructor  periodically. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  content  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Academic  tests  Flight  performance  evaluation  Check  flight  evalua¬ 
tion  Instructor’s  evaluation  Command  determinations  Personal  input 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N63116  MASTER  HLE 

System  name: 

Naval  Health  Research  Center  Date  File 

System  location: 

Naval  Health  Research  Center,  San  Diego,  California  92152 

Categories  of  individuals  covered  by  the  system: 

Navy  and  Marine  personnel  on  active  duty  since  1960  to  date. 
Civilians  taking  part  in  Operation  Deep  Freeze,  1964  to  date. 

Categories  of  records  in  the  system: 

Extracts  of  information  from  official  medical  and  personnel  records 
as  well  as  information  dealing  with  biographical,  attitudes,  and  ques¬ 
tions  relating  to  health  patterns  during  active  service. 

Authority  for  maintenance  of  the  system: 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Users  are  military  and  civilian  research  personnel  of  this  command. 
Inquiries  are  answered  from  the  Bureau  of  Medicine  and  Surgery  and 
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The  Naval  Medical  Research  and  Development  Command,  as  well  as 
other  medical  research  activities  in  the  Department  of  Navy  relative 
to  the  types  and  frequency  of  illnesses  in  Navy  and  Marine  Corps 
personnel 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Prinicpal  medium  is  magnetic  tape  with  file  and  punch  card  back¬ 
up  as  required. 

Retrievability: 

Retrievability  is  by  Social  Security  number  or  service  number  as 
appropriate  for  military  and  former  military  personnel.  Civilians  are 
by  name  only. 

Safeguards: 

Access  to  Information  on  magnetic  tape  is  restricted  to  authorized 
personnel  only  by  means  of  a  password. 

Retention  and  disposal: 

Since  the  information  in  this  file  is  used  to  study  longitudinal 
health  patterns,  and  as  a  basis  for  comparison  of  changes  in  health 
patterns  over  long  periods  of  time,  they  are  most  carefully  main¬ 
tained.  As  information  is  transferred  from  research  forms  to  magnetic 
tape,  those  forms  and  the  punch  cards  resulting  from  them  are 
destroyed  as  the  need  for  maintenance  of  a  back-up  capability  no 
longer  exists.  The  spaces  occupied  by  this  command  are  in  military 
compounds  with  limited  access  and  established  security  patrols. 

System  manageKs)  and  address: 

Head,  Programming  Branch,  Naval  Health  Research  Center,  San 
Diego,  California  92 152. 

Notification  procedure: 

Navy  and  Marine  Corps  personnel  and  former  serving  members 
must  provide  a  social  security  number  or  service  number  as  appropri¬ 
ate,  give  the  branch  of  service,  and  years  of  active  duty.  Civilians  in 
Operation  Deep  Freeze  must  identify  themselves  by  full  name  and 
the  year  in  which  they  wintered  over. 

Record  access  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Information  is  derived  from  (a)  Medical  Treatment  Record  Sys¬ 
tems,  including  medical,  dental,  health  records,  inpatient  treatment 
records  and  outpatient  treatment  records,  (b)  Personnel  Records 
System  and  Personnel  Rehabilitation  Support  System,  (c)  Enlisted 
Master  File,  (d)  information  provided  by  the  members  themselves  on 
a  volunteer  basis  in  response  to  specific  research  questionnairs  and 
forms,  and  (e)  information  provided  by  the  members’  peers  and 
superiors. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63116  POW/MIA  FILE 

System  name: 

pow/mia  captivity  studies 

System  location: 

Naval  Health  Research  Center,  Center  for  Prisoner  of  War  Stud¬ 
ies,  San  Diego,  California  92152 

Categories  of  individuals  covered  by  the  system: 

Files  are  maintained  by  Code  on  all  military  and  civilian  returned 
prisoners  of  war,  and  on  the  families  of  military  POW/MIAs,  civilian 
POWs  and  military  KIAs. 

Categories  of  records  in  the  system: 

Files  consist  of  intelligence  debriefing  material,  microfilm  and  mi¬ 
crofiche  copies  of  medical  records.  X-rays,  dental  and  somatotype 
photographs,  newspaper  clippings,  individual  and  family  research 
questionnaires. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Files  are  converted  to  group  statistics  and  are  used  for  research 
into  the  effects  of  the  captivity  experience  jpn  the  man  and  his  family 


and  for  recommending  changes  in  training  and  improved  health  care 
delivery  services,  as  well  as  for  professional  publications. 

Professional  Staff,  Center  for  Prisoner  of  War  Studies;  Research 
Staff,  Naval  Aerospace  Medical  Institute,  Pensacola,  Florida;  Re 
search  Staff,  Brooke  Army  Medical  Center,  San  Antonio,  Texas 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Files  consist  of  file  folders,  magnetic  and  video  tapes,  key-punched 
IBM  cards,  computer  tapes,  microfiche  and  microfilm. 

Retrievability: 

Files  are' retrieved  by  code  number. 

Safeguards: 

Files  are  maintained  by  code  in  locked  file  cabinets  within  a  vault 
with  24-hour  sensor  security.  There  is  personal  screening  of  all  visi 
tors,  and  building  is  in  a  classified  area.  Only  professional  research 
personnel  with  security  clearance  are  given  access  to  file  codes 

Retention  and  disposal: 

The  files  will  be  maintained  as  long  as  there  is  an  ongoing  program 
of  captivity  research;  with  destruction  of  codes  when  files  are  closed 

System  manager(s)  and  address: 

Head,  Environment  Stress  Branch,  CPWS 

Notification  procedure: 

Write:  Director,  Center  for  Prisoner  of  War  Studies,  Naval  Health 
Research  Center,  San  Diego,  Ca.  92152,  providing  full  name,  military 
or  civilian  status,  POW  status,  security  clearance,  and  service  affili 
ation. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System’s  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

All  information  contained  in  files  was  obtained  through  personal 
interviews  with  returned  POWs,  families  of  POW/MIA/KIA/civil 
ian  POWs,  through  intelligence  debriefings  at  time  of  repatriation, 
newspapers  and  periodicals,  and  from  materials  supplied  by  the  De¬ 
partment  of  the  Army  (Office  of  the  Surgeon  General  and  Army 
Intelligence);  Department  of  the  Navy  (Bureau  of  Medicine  and 
Surgery  and  Naval  Intelligence);  and  Marine  Corps  Headquarters. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63285  ADMIN 

System  name: 

Administrative  Files  System 

System  location: 

Naval  Investigative  Service  (NIS)  Headquarters  2461  Eisenhower 
Avenue,  Alexandria,  Va.  22331 

Decentralized  Segments  -  Naval  Investigative  Service  Offices 
(NlSOs)  retain  duplicate  copies  of  certain  segments  of  the  administra¬ 
tive  files.  Addresses  of  these  offices  are  included  in  the  directory  of 
Department  of  the  Navy  mailing  list. 

Categories  of  individuals  covered  by  the  system: 

Past  and  present  civilian,  military  and  foreign  national  personnel 
assigned  world-wide  NIS. 

Categories  of  records  in  the  system: 

Personnel  Management  System  -  an  automated  management  infor¬ 
mation  and  statistical  system  containing  all  needed  items  of  personnel 
information. 

Special  Agent  Career  Development  Files  -  a  compendium  of  Civil 
Service  Performance  Evaluation  and  Ratings  and  all  correspondence 
unique  to  the  NIS  Special  Agent,  including  annual  physical  examina¬ 
tions,  which  has  a  bearing  on  world-wide  assignability,  promotion 
and  general  career  assessment. 

Weapons  Inventory  File  -  an  automated  file  containing  the  creden¬ 
tial  number,  badge,  weapons  and  handcuffs  assigned  to  each  NIS 
criminal  investigator. 

Personnel  Security  Clearance  File  -  an  automated  file  containing 
the  classified  material  access  level  and  date  of  last  security  clearance 
for  assigned  civilian  and  military  personnel  of  NIS. 

Personnel  Utilization  Data  File  -  an  automated  file  designed  to 
provide  statistical  information  regarding  the  manner  by  which  availa¬ 
ble  NIS  manhours  are  expend^  in  the  execution  of  its  assigned 
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investigative  and  counterintelligence  mission.  The  file  is  formed  by 
the  submission  (monthly)  of  individual  manhour  diaries.  All  assigned 
personnel,  input  to  this  system;  their  manhours  are  categorized  by 
function. 

Freedom  of  Information  and  Privacy  Requests  File.  Records  relat¬ 
ing  to  requests  for  information  pursuant  to  the  Freedom  of  Informa¬ 
tion  Act  and  the  Privacy  Act  of  1974,  and  responses  thereto.  Dupli¬ 
cate  copies  are  also  retained  by  the  Naval  Intelligence  Command, 
2461  Eisenhower  Avenue,  Alexandria,  Va.  22331. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301;  Departmental  Regulations 

Routine  uses  of  records  maintained  in  .the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  Personnel  Management  System  is  used  in  preparation  of  virtu¬ 
ally  all  personnel  documents  and  personnel  statistical  studies.  It  pro¬ 
vides  such  information  as  the  average  grade,  the  total  number  and 
composition  of  personnel  at  each  NIS  component  and  the  past  assign¬ 
ments  of  personnel.  It  is  used  on  a  daily  basis  by  personnel  techni¬ 
cians  and  management  level  personnel  in  the  formation  and  execution 
of  stafTmg  actions  for  the  various  NIS  components,  informal  verifica¬ 
tion  of  employee’s  tenure  and  the  compilation  of  necessary  statistical 
studies. 

Special  Agent  Career  Development  Files  -  The  information  in 
these  files  is  used  for  within-agency  decisions  regarding  reassignment, 
promotion,  career  training  and  long-range  development.  They  form 
within-agency  repository  for  both  Averse  and  favorable  documents 
regarding  Special  Agents.  The  files  have  a  long-range  fuction  -  that 
of  forming  the  basis  for  law  enforcement  retirement  service  certifica¬ 
tion.  Though  part  of  the  file  is  duplicated  in  the  Official  File  main¬ 
tained  by  the  Civilian  Personnel  Office,  the  Special  Agent  Career 
Development  file  is  considered  priviledged  information  and  its  con¬ 
tents  are  not  released  outside  NIS.  Within  NIS,  the  files  are  main¬ 
tained  and  controlled  exclusively  within  the  Career  Services  Divi¬ 
sion,  NIS  Headquarters  and  by  assigned  personnel  to  that  Division. 
The  files  are  released  for  review  only  to  senior  management  person¬ 
nel  of  NIS. 

Weapons  Inventory  File  -  used  to  identify  and  inventory  creden¬ 
tials,  weapons,  badges  and  handcuffs  issued  to  authorized  NIS  per¬ 
sonnel. 

Personnel  Security  Cleamacc  File  -  used  to  informally  verify  and 
authenticate  security  clearances  issued  to  NIS  personnel.  The  file  has 
a  daily  working  purpose  of  acting  as  a  check  sheet  for  the  updating 
of  security  clearances.  It  further  is  the  file  referred  to  when  the 
director,  NIS,  is  required  to  certify  th  access  level  of  certain  assigned 
NIS  personnel  to  other  Navy  commands  as  well  as  civilian  contrac¬ 
tors. 

Personnel  Utilization  Data  File  -  a  statistical  file  from  which  an 
indepth  analyses  of  manhour  expenditures  are  surveyed.  The  file  is 
highly  automated  and  used  exclusively  within  NIS.  The  various 
analyses  drawn  from  the  file  are  used  to  modify  the  staffing  levels  at 
various  NIS  components  based  on  actual  work  level.  It  further  pro¬ 
vides  a  tool  to  NIS  management  to  gauge  the  efficiency  of  all 
components  by  comparing  their  workload  with  the  amount  of  man¬ 
hours  available. 

The  records  in  this  system  are  referred,  as  appropriate  to  author¬ 
ized  governmental  units,  such  as  Office  of  Civilian  Manpower  Man¬ 
agement  and  Civil  Service  Commission,  making  various  personnel 
determinations,  e.g.,  retirement,  awards,  disciplinary  action;  to  law 
enforcement  personnel  conducting  criminal  or  suitability  investiga¬ 
tions;  to  DoD  components,  other  agencies  or  industrial  firms  requir¬ 
ing  confirmation  of  security  clearance  level;  to  higher  authority  for 
statistical  purposes;  limited  response  to  credit  queries;  and  m^ical 
records  to  personal  physicians. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  Personnel  Management  System,  Weapons  Inventory  File,  Per¬ 
sonnel  Security  Clearance  File  and  the  Personnel  Utilization  Data 
File  are  stored  on  magnetic  tape  in  an  automated  system.  The  Per¬ 
sonnel  Management  System  is  composed  of  visible  file  cards  and 
computer  paper  printouts;  the  Personnel  Security  Clearance  File  is 
composed  of  computer  paper  printouts  and  associated  Department  of 
Defense  security  certification  documents,  the  latter  being  filed  in 
individual  file  folders;  the  Weapons  Inventory  File  and  t)ie  Personnel 
Utilization  Data  File  are  composed  of  computer  paper  printouts  only. 

The  Special  Agent  Career  Development  files  are  composed  exclu¬ 
sively  of  paper  records  in  file  folders. 

Retrievability: 

Information  is  accessed  and  retrieved  by  name  only  in  the  Special 
Agent  Career  Development  File.  The  Weapons  Inventory  File  is 


queried  by  either  name  only  or  by  item  number  (i.e.,  badge,  creden¬ 
tial,  weapon,  handcuff  serial  number). 

Tlie  Personnel  Management  System  is  accessed  by  name  and 
SSAN;  retrieval  is  by  individual  data  characteristic  such  as  GS-grade 
level,  duty-station,  special  qualifications,  language  qualifications  or  it 
my  he  retrieved  by  name  only  or  in  conjuction  with  the  SSAN. 

The  Personnel  Utilization  Data  File  is  normally  accessed  and  re¬ 
trieved  by  location  and  functional  category  of  employment  (i.e.. 
Special  Agent,  clerical,  etc.).  The  capability  exists,  however,  to  re¬ 
trieve  by  SSAN.  The  Personnel  Security  Classificaton  File  is  a  subor¬ 
dinate  file  to  the  Personnel  Management  System.  Accession  is  by 
name  and  SSAN.  Retrieval  is  accomplished  by  computer  paper  print¬ 
out  in  both  alphabetical  and  duty-station  format. 

Safeguards: 

All  files  in  this  system  are  protected  by  limited,  controlled  access, 
safes,  and  locked  cabinets  and  doors.  Futher,  visitor  control  and 
secure  computer  software  measures  (where  applicable)  are  utilized. 

Retention  and  disposal: 

Personnel  indexed  in  the  Personnel  Management  System  and  the 
Personnel  Security  Clearance  File  are  deleted  from  the  magnetic  tape 
data  storage  upon  termination  of  employment.  Residual  paper  rec¬ 
ords  are  retain^  from  two  to  five  years. 

Personnel  indexed  in  the  Weapons  Inventory  File  are  deleted  at 
such  time  as  assigned  equipment  is  returned  and  accounted  for.  Re¬ 
sidual  paper  printouts  are  destroyed  at  least  semi-annually. 

The  Special  Agent  Career  Development  Files  are  semi-permanent 
and  are  retained,  at  least  in  essential  skeletal  format,  indefinitely. 

System  manager(s)  and  address: 

Director,  Naval  Investigative  Service,  2461  Eisenhower  Avenue, 
Alexandria,  Va.  22331. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  System  Man¬ 
ager,  above.  Individuals  submitting  requests  should  provide  their  full 
name,  date  of  birth,  SSAN  and  dates  of  employment  or  assignment 
with  NIS. 

In  the  case  of  personal  visits,  individuals  requesting  access  to  files 
in  this  system  will  be  required  to  present  reasonable  proof  of  identity 
to  minimally  include  a  drivers’  license  or  similar  document  at  least 
one  of  which  must  bear  a  current  photograph  and  be  able  to  provide 
(orally)  some  element  of  unique  identifying  data  such  as  name  of 
spouse  or  a  past  duty-station  with  NIS. 

Record  access  procedures: 

Access  to  files  in  this  system  may  be  gained  by  written  notification 
or  personal  visit  to  the  Naval  Investigative  Service  Headquarters  at 
the  location  specified  above.  Requests  should  be  directed  to  the 
Information  and  Privacy  Coordinator. 

Contesting  record  procedures:  The  agency’s'  rule  for  access  to  rec¬ 
ords  and  for  contesting  contents  and  appealing  initial  determinations 
by  the  inividual  concerned  may  be  obtained  from  the  system  man¬ 
ager. 

Record  source  categories: 

In  the  case  of  Personnel  Management  System  and  the  Personnel 
Utilization  Data  System,  the  individual  employee  is  the  prime  source 
of  information  both  for  initial  access  to  the  files  as  well  as  periodic 
update.  The  Personnel  Security  Clearance  File  information  is  ob¬ 
tained  as  a  sub-file  to  the  Personnel  Management  System.  The  infor¬ 
mation  for  the  Weapons  Inventory  File  is  obtained  from  personnel 
charged  with  the  issuance  of  various  items  inventoried  therein  (with 
verification  by  the  personnel  to  whom  the  items  are  issued.) 

Information  for  the  Special  Agent  Career  Development  File  is 
recieved  from  the  individuals  supervisors,  from  various  Naval  Com¬ 
mands  and  other  Federal  and  State  agencies  with  whom  the  Special 
Agent  has  had  professional  contact  and  from  the  individual  himself. 
Also,  this  file  contains  copies  of  each  physical  examination  required 
annually  of  assigned  civilian  Special  Agents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

.  .  N63285  01 

System  name: 

•  NIS  Investigative  Files  System 

System  location: 

Primary  System-NIS  Records  Management  Division  Administra¬ 
tion  Department,  NIS  Headquarters,  Hoffman  Building,  2461  Eisen¬ 
hower  Ave.,  Alexadria,  Va.  22331. 

Decentralized  Segments  -  Naval  Investigative  Service  Offices 
(NISOs)  retain  copies  of  certain  segments  of  the  investigative  filds, 
and  related  documentation  for  up  to  one  year.  Addresses  of  these 
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offices  are  included  in  the  directory  of  Department  of  the  Navy 
mailing  addresses.  Naval  Investigative  Service  Resident  Agencies 
retain  copies  of  investigative  reports  during  pendency  and  for  90 
days  thereafter.  They  also  retain  evidence  custody  cards  on  persons 
from  whom  evidence  was  seized.  The  number  and  location  of  these 
Resident  Agencies  are  subject  to  change  in  order  to  meet  the  require¬ 
ments  of  the  Department  of  the  Navy.  Current  location  may  be 
obtained  from  Naval  Investigative  Service  Headquarters. 

Categories  of  individuals  covered  by  the  system: 

Persons  in  the  following  categories  who  require  access  to  classified 
defense  information  prior  to  August  1972:  Active  and  inactive  mem¬ 
bers  of  the  naval  service,  civilian  personnel  employed  by  the  Depart¬ 
ment  of  the  Navy  (DoN),  industrial  and  contractor  personnel,  civil¬ 
ian  personnel  being  considered  for  sensitive  positions,  boards,  confer¬ 
ences,  etc.,  civilian  personnel  who  worked  or  resided  overseas.  Red 
Cross  personnel.  Civilian  and  military  personnel  accused,  suspected 
or  victims  of  felonious  type  offenses,  or  lesser  offenses  impacting  on 
the  good  order,  discipline,  morale  or  security  of  the  DoN.  Civilian 
personnel  seeking  access  to  or  seeking  to  conduct  or  operate  any 
business  or  other  function  aboard  a  DoN  installation,  facility  or  ship. 
Civilian  or  military  personnel  involved  in  the  loss,  compromise  or 
unauthorized  disclosure  of  classified  material/information.  Civilian 
and  military  personnel  who  were  of  counterintelligence  interest  to 
the  DoN. 

Categories  of  records  in  the  system: 

Categories  of  records  in  the  system:  Official  Reports  of  Investiga¬ 
tion  (ROI)  prepared  by  NIS  or  other  military,  federal,  state,  local  or 
foreign  law  enforcement  or  investigative  body  on  either  hard  copy  or 
microfilm.  NIS  Information  reports  (NIRs).  NIRs  document  informa¬ 
tion  received  by  NIS  which  is  of  interest  to  the  naval  services  or 
other  law  enforcement  or  investigative  bodies.  The  information  may 
be  of  criminal,  counterintelligence  or  general  investigative  interest. 

General  Administration  Reports  (GEN).  The  investigative  purpose 
of  the  GEN  is  to  report  the  results  of  pre-employment  inquiries  on 
applicants  for  positions  as  Special  Agents  with  NIS. 

Investigative  summaries,  memoranda  for  the  files  and  correspond¬ 
ence  relating  to  specific  cases  and  contained  in  the  individual  dossier. 

Polygraph  Data.  A  listing  of  persons  who  submitted  to  polygraph 
examination  by  NIS  examiners.  The  data  includes  the  examinee’s 
name,  location  and  results  of  the  examination  and  the  identity  of  the 
examiner. 

Case  Control  and  Management  documents  which  serve  as  the  basis 
for  controlling  and  guiding  the  investigative  activity. 

Records  identifying  confidential  sources  and  contacts  with  them. 

Index  to  persons  reported  by  ’Name  Only’. 

Wiretap  Data  Records.  Automated  listing  of  persons  who  were 
subjects  of  wiretapping  or  eavesdropping  operations. 

Case  Control  and  Narcotics  Data  Records.  Automated  records 
used  only  for  statistical  purposes  in  accounting  for  productivity, 
manhours  expenditures;  various  statistical  data  concerning  narcotics 
usage  and  used  solely  for  statistical  purposes. 

Modus  Operand!  Files. 

Screening  Board  Reports.  These  reports  set  forth  the  results  of 
oral  e.xamination  of  applicants  for  a  position  as  a  Special  Agent  with 
the  NIS. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301 

44  U.S.C.  3101 

47  U.S.C.  605 

Executive  Memorandum  of  26  June  1939;  Investigations  of  espio¬ 
nage,  counterespionage  and  sabotage  matters. 

Executive  Order  10450;  Security  Requirements  for  Government 
employees. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  in  this  system  is  (was)  collected  to  meet  the 
investigative,  counterintelligence  and  security  responsibilites  of  the 
DoN.  This  includes  personnel  security,  internal  security,  criminal  and 
other  law  enforcement  matters  all  of  which  are  essentia!  to  the 
cfTective  operation  of  the  department. 

The  records  in  this  system  are  used  to  make  determinations  of; 
suitability  for  access  or  continued  access  to  classified  information, 
suitability  for  employment  or  assignment,  suitability  for  access  to 
military  installations  or  industrial  firms  engaged  in  government  pro¬ 
jects/contracts,  suitability  for  awards  or  similar  benefits;  referral  to 
other  law  enforcement  or  investigatory  authorities  for  law  enforce¬ 
ment  purposes;  use  in  current  law  enforcement  investigation  of  any 
type  including  applicants;  use  in  judicial  or  adjudicative  proceedings 
including  litigation  or  in  accordance  with  a  court  order;  insurance 
claims  including  workmens  compensation;  provide  protective  serv¬ 
ices  under  the  DoD  Distinguished  Visitor  Protection  Program  and  to 


aMist  the  U.S.  Secret  Service  in  meeting  its  responsibilities;  Congres¬ 
sional  interest  including  the  General  Accounting  Office;  respond  to 
the  Freedom  of  Information  and  Privacy  Acts;  use  for  public  affairs 
or  publicity  purposes  such  as  wanted  persons,  etc.;  referral  of  matters 
under  their  cognizance  to  federal,  state  or  local  law  enforcement 
authorities  including  criminal  prosecution,  civil  court  action  or  regu¬ 
latory  order;  disclosure  to  federal  intelligence/counterintelligence 
agencies  of  matters  under  their  purview  disclosure  to  foreign  govern¬ 
ment  organizations  of  criminal  and  counterintelligence  information 
necessary  for  the  prosecution  of  justice,  or  for  mutual  security  and 
protection;  advising  higher  authorities  and  naval  commands  of  impor¬ 
tant  developments  impacting  on  security,  good  order  or  discipline; 
reporting  of  statistical  data  to  naval  commands  and  higher  authority; 
disclosure  to  the  National  Archives;  use  by  other  investigative  unit 
(federal,  state  or  local)  for  whom  the  investigation  was  conducted; 
release  to  defense  counsel,  disclosure  in  course  of  acquiring  the 
information,  input  into  the  Defense  Central  Index  of  Investigations; 
disclosure  to  victims  of  crimes  to  the  extent  necessary  to  pursue  civil 
and  criminal  remedies. 

Users  of  the  records  in  this  system  include  employees  of  the  NIS 
who  require  access  for  operational,  administrative  or  supervisory 
purposes;  DoD  criminal  investigative,  investigative  and  intelligence 
units;  federal,  state  and  local  units  engaged  in  criminal  investigative, 
investigative  and  intelligence  activities;  federal  regulatory  agencies 
with  investigative  units,  DOD  components  making  suitability  deter¬ 
minations;  fi^eral,  state  or  local  judicial  or  adjudicative  bodies;  Con¬ 
gressional  bodies,  including  the  General  Accounting  Office  who  re¬ 
quire  access  within  the  scope  of  their  jurisdiction  for  those  author¬ 
ized  purposes  enumerated  above  to  the  extent  that  those  purposes  are 
within  the  scope  of  their  authority.  Commercial  insurance  companies 
in  those  instances  in  which  they  have  a  legitimate  interest /in  the 
results  of  the  investigation,  but  only  to  that  extent  and  provided  an 
invasion  of  privacy  is  not  involved. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  on  cards  and  on  microfilm.  Automat¬ 
ed  records  on  magnetic  tape. 

Retrievability: 

NIS  permanent  files  are  filed  by  terminal  digit  number.  In  order  to 
locate  the  file  it  is  necessary  to  query  the  Defense  Central  Index  of 
Investigations  (DCII)  computer  using  the  name  of  the  subject  and  at 
least  one  other  personnel  identifier  such  as  date  of  birth,  place  of 
birth,  social  security  number  or  military  service  number.  Files  may 
also  be  retrieved  by  a  ca.se  control  number  assigned  at  the  time  the 
investigation  is  initiated.  Copies  of  the  files  in  the  NISOs  and  Resi¬ 
dent  Agencies  are  retrieved  by  name. 

Safeguards: 

NIS  investigative  files  (permanent  and  temporary)  are  maintained 
and  stored  in  open  shelves  and  filing  cabinets  located  in  secured  areas 
accessible  only  to  authorized  personnel.  Dated  files  are  retired  to  the 
Washington  National  Records  Center  where  retrieval  is  restricted  to 
NIS  authorized  personnel. 

Retention  and  disposal: 

Retention  of  completed  NIS  Investigative  files  on  Personnel  Secu¬ 
rity  Investigations  (PSI’s)  is  authorized  for  15  years  unless  adverse 
information  is  developed,  in  which  case  they  may  be  retained  for  25 
years.  PSI  files  on  persons  considered  for  affiliation  with  DOD  will 
be  destroyed  within  one  year  if  the  affiliation  is  not  consummated. 
Special  Agent  applicant  records  are  retained  for  one  year  if  the 
applicant  declines  offer  of  employment  and  five  years  if  the  applicant 
is  rejected  for  employment.  Criminal  files  are  retained  for  25  years. 
Major  investigations  of  a  counterintelligence/security  nature,  of  espi¬ 
onage  or  sabotage,  may  be  retained  permanently.  Certain  of  the 
above  records,  when  found  to  have  possible  historicatl  value,  may  be 
offered  to  the  National  Archives  for  continued  retention.  Counterin¬ 
telligence  records  on  persons  not  affiliated  with  DOD  must  be  de¬ 
stroyed  within  90  days  or  one  year  under  criteria  set  forth  in  DOD 
Directive  5200.27,  unless  retention  is  required  by  law  or  specifically 
approved  by  the  Secretary  of  the  Navy.  Files  retained  in  the  NISO’s 
and  resident  agencies  are  temporary  and  are  destroyed  after  90  days 
or  one  year,  as  appropriate. 

System  manager(s)  and  address: 

The  Director,  Naval  Investigative  Service  has  ultimate  responsibil¬ 
ity  for  all  NIS  file  holdings.  Management  of  NIS  permanent  files  is 
the  direct  responsibility  of  the  Assistant  Director  for  Administration. 
NISO  Commanding  Officers  are  responsible  for  files  retained  in  their 
NISO  subordinate  Resident  Agencies. 

Notification  procedure: 
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All  requests  relative  to  the  retention  and/or  releasability  of  NIS 
•nvestigative  files  should  be  addressed  to  the  Director,  Naval  Investi¬ 
gative  Service,  2461  Eisenhower  Avenue,  Alexandria,  Va.  22331. 
Requests  must  contain  the  full  name  of  the  individual  and  at  least  one 
additional  personal  identifier  such  as  date  and  place  of  birth,  social 
Necurity  number  or  military  service  number  Personal  visits  by  re¬ 
questers  should  be  confined  to  the  Naval  Investigative  Service  head¬ 
quarters  at  the  above  address.  It  should  be  borne  in  mind  that  the 
vagaries  of  the  automated  indexing  system  might  preclude  a  same 
day  response.  Persons  submitting  written  requests  must  properly  es¬ 
tablish  their  identity  to  the  satismction  of  the  NIS.  Where  a  question 
exists  a  signed,  notarized  statement  or  other  certified  form  of  identifi¬ 
cation  will  be  required.  Individuals  appearing  in  person  may  present 
proof  of  identification  in  the  form  of  military  ID  card,  valid  driver's 
license,  or  other  suitable  form  of  identification  hearing  a  photograph 
and  signature.  Attorneys  or  other  persons  acting  on  ^half  of  a 
subject  of  a  record  must  provide  a  notarized  authorization  from  the 
subject  of  the  record. 

Record  access  procedures: 

Individuals  may  make  inquiries  relative  to  NIS  records  maintained' 
on  them  thru  the  NIS  Information  and  Privacy  Coordinator  Naval 
Investigative  Service  Headquarters,  at  the  address  specified  in  the 
previous  paragraph. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  SS2  a  (jXl)  and 
(kXl)  through  (6),  as  applicable.  For  additional  information,  contact 
the  System  Manager. 

N63285  03 

System  name: 

Defense  Central  Index  of  Investigations  (DCII) 

System  location: 

Central  Facility: 

Defense  Investigative  Service  (DIS) 

Data  Handling  Services  Division,  D0930 

Fort  Holabird 

Baltimore,  Maryland  21203 

Remote  Terminal  Locations:  (This  is  a  co-owned  index  system 
shared  by  DIS  and  the  military  service  investigative  agencies). 

Crime  Records  Directorate 
US  Army  Criminal  Investigations  Command 
2301  Chesapeake  Avenue 
Baltimore,  Maryland  21222 
Remote  Terminal  Location: 

Air  Force  Office  of  Special  Investigations/SUD 
Forrestal  Building 
Washington,  D.C.  20314 
Remote  Terminal  Location: 

Naval  Investigative  Service  Headquarters 
Hoffman  Building  1 
2461  Eisenhower  Avenue 
Attn:  Code  30 

Alexandria,  Virginia  22331  (NIS) 

Remote  Terminal  Location: 

Defense  Industrial  Security  Clearance  Office 
P.O.  Box  2499 

Columbus,  Ohio  43216  (DISCO) 

Remote  Terminal  Location: 

US  Army  Investigative  Records  Repository 
Building  44S2 

Fort  Meade,  Maryland  20755 
Remote  Terminal  Location: 

DIS  Special  Investigations  Center 
Forrestal  Building 
Washington,  D.C.  20314 
Remote  Terminal  Location; 

DIS  National  Agency  Check  Center,  D0700 
Fort  Holabird 
Baltimore,  Maryland  21203 
Remote  Terminal  Location: 

DIS  Personnel  Investigations  Control  Center,  D0600 
Fort  Holabird 
Baltimore,  Maryland  20203 
Remote  Terminal  Location: 


DIS  Investigative  Files  Division,  D0960 

Fort  Holabird 

Baltimore,  Maryland  21203 

Categories  of  individuals  covered  by  the  system: 

Any  person  described  as  a  subject,  a  victim,  or  a  cross-reference  in 
an  investigation  completed  by  or  for  a  DoD  investigative  element 
when  that  investigation  is  retained  by  the  element  and  the  name  is 
submitted  for  central  indexing. 

Categories  of  records  in  the  system: 

Composed  of  locator  references  to  investigations  conducted  by  or 
for  DoD  investigative  elements  and  retained  by  them.  Index  records 
contain  the  name  and  other  personal  identifying  information  on  indi¬ 
viduals  who  were  indexed. 

Reference  to  an  investigation  maintained  by  one  of  the  investiga¬ 
tive  records  repositories.  It  identifies  the  individual  by  name  and 
personal  identifiers,  the  custodian  of  the  file,  the  year  indexed  and  the 
number  used  by  the  repository  to  locate  the  file. 

A  record  input  by  either  Army  investigative  activities  or  DIS 
reflecting  the  existence  of  an  investigation  in  progress.  It  identifies 
the  subject  individual  by  name  and  personal  identifiers,  the  location 
of  the  open  investigation,  the  year  indexed  and  the  number  used  to 
locate  the  investigative  file. 

Record  of  a  National  Agency  Check  (NAC)  investigation  in  prog¬ 
ress.  It  identifies  the  subject  individual  by  name,  personal  identifiers, 
the  case  number,  the  category  of  the  requester  of  the  NAC,  and  the 
type  of  NAC  being  run. 

A  record  of  completed  favorable  national  agency  checks  (e.g.,  no 
records).  It  identifies  the  individual  by  name  and  personal  identifiers, 
.  the  date  the  NAC  was  completed  and  the  agencies  that  were 
checked. 

Composed  of  names  of  persons  referenced  in  files  who  are  not 
fully  identified,  but  about  whom  sufficient  information  exists  that 
meets  retrieval  criteria.  It  identifies  the  individuals  by  name,  custodi¬ 
an  agency  of  the  file,  year  of  the  index,  and  the  number  used  by  the 
repository  to  locate  the  file.  Positive  identification  is  impossible  from 
the  index  and  may  well  be  impossible  from  the  case  file  itself. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301  Departmental  Regulations 

44  U.S.C.  3101  Records  Management 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

File  tracing  information  is  collected  and  maintained  in  the  indices 
so  that  authorized  users  may  determine  the  existence  and  location  of 
DoD  investigative  records. 

NAC  history  information  is  maintained  for  authorized  users  in 
granting  clearances  or  access  to  defense  installation,  entry  into  mili¬ 
tary  service  or  employment  in  sensitive  civilian  positions. 

Activities  listed  under  the  LOCATION  caption  are  the  principal 
users  and  (with  the  exception  of  DISCO)  the  file  custodians.  Listed 
terminal  holders  (with  the  exception  of  DISCO)  may  release  general 
DCII  information  to: 

Other  DoD  investigative  elements,  DoD  agencies  and  elements  of 
the  Military  Departments  designated  by  the  departments. 

Accredited  representatives  of  the  Secretary  of  Defense  and  the 
Joint  Chiefs  of  Staff. 

Accredited  Federal  criminal  and  civil  law  enforcement  agencies 
including  those  responsible  for  conducting  their  own  investigations  as 
to  the  suitability  for  employment  or  access  of  current  or  potential 
employees  formerly  affiliated  with  the  DoD. 

State  and  local  criminal  law  enforcement  agencies. 

Other  accredited  Federal  agencies  servic^  by  the  Civil  Service 
Commission  but  with  a  need  to  evaluate  the  suitability  of  potential 
employees  formerly  affiliated  with  the  DoD. 

Congress,  including  the  Government  Accounting  Office. 

The  AUTODIN  system  which  transmits  formatted  data  over  tele¬ 
communications  circuits  facilitates  the  collection  of  transactions  from 
contributors  to  update  the  index  and  to  disseminate  index  information 
to  the  requesters. 

The  Defense  Case  Control  System  (DCCS)  and  the  National 
Agency  Check  Control  System  (NCCS)  which  are  described  sepa¬ 
rately  in  this  notice. 

It  should  be  noted  that  information  contained  in  the  system  is 
regarded  as  the  property  of  the  submitting  activities.  DIS  can  neither 
monitor,  nor  assume  responsibility  for  the  propriety  or  accuracy  of 
all  the  data  in  the  system. 

Transfer  of  information  from  this  records  system  to  other  DoD 
components  is  regarded  as  a  routine  intra-agency  use  under  the 
provisions  of  5  U.S.C.  552a3(bKl).  The  use  of  the  DCII  to  refer 
inquiries  to  other  DoD  elements,  where  there  is  no  release  of  DCII 
information  itself  is  not  deemed  to  require  an  accounting. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Master  Index  data  is  maintained  in  direct  access  storage  devices, 
disk  and  data  cell.  It  is  also  contained  on  magnetic  tape  for  continu¬ 
ity  of  operations  purposes  to  permit  processing  at  alternate  locations 
in  the  event  of  computer  failure. 

Name  Only  Index  data  is  maintained  on  magnetic  tape  and  micro¬ 
fiche.  Each  contributor  is  provided  his  portion  on  a  quarterly  basis. 

Retrievability: 

Master  Index  records  are  accessed  through  name  and  at  least  one 
personal  identifier  (PID).  Personal  identifiers  are:  date  of  birth,  place 
of  birth,  social  security  number  and  the  last  four  (4)  digits  of  military 
service  number.  Inquiries'  may  enter  the  system  in  card  form  or  by 
being  keyed  in  at  remote  terminals.  A  non-standard  retrieval  capabili¬ 
ty  also  exists  which  permits  retrieval  without  PID,  or  on  parts  of  a 
name,  and  produces  references  to  all  individuals  by  that  name.  It 
should  be  noted  that  in  many  cases,  the  subject's  SSAN  is  necessary 
to  make  a  positive  identification. 

Name  Only  Index  records  are  accessed  through  the  name  or  some 
portion  thereof.  Records  are  retrieved  based  on  an  exact  match  with 
the  name  submitted.  Inquiries  may  enter  the  system  only  in  card 
form. 

Safeguards: 

Generalized  validation  is  provided  in  batch  retrieval  through  pro-' 
gram  edits  to  prevent  unauthorized  access. 

User  terminals  with  access  to  the  Master  Index  are  located  in 
controlled  access  areas.  Access  to  the  system  is  limited  to  sprcified 
time  of  the  day.  Terminals  are  connected  via  dedicated  data  circuits 
which  prevent  access  from  standard  dial-up  telephones. 

Activities  must  be  a  part  of  DoD  and  accredited  on  the  basis  of 
authorized  requirements  before  a  new  terminal  is  established  or 
before  batch  requests  will  be  honored  and  processed.  Terminal  hold¬ 
ers  and  activities  authorized  to  batch  process  requests  are  responsible 
for  the  authority  and  need  to  know  of  individuals  and  agencies  on 
behalf  of  which  they  search  the  index. 

The  computer  room  is  located  within  a  building  controlled  by 
security  personnel  at  all  times.  Identification  badges  are  required  for 
entrance.  Access  to  the  computer  room  is  controlled  by  a  combina¬ 
tion  lock  on  the  entrance.  Critical  backup  files  are  stored  in  locked 
fireproof  data  safes. 

Retention  and  disposal; 

Retained  for  as  long  as  files  are  retained.  When  the  record  reposi¬ 
tory  disposes  of  the  file,  they  are  responsible  for  deleting  all  index 
tracings  pertaining  thereto,  in  accordance  with  established  proce¬ 
dures.  Processing  of  a  deletion  transaction  flags  the  computer  record 
which  precludes  it  being  given  out  thereafter.  Such  flagged  records 
are  eliminated  from  the  system  during  periodic  file  restructuring 
procedures. 

Open  Case  Tracings.  Retained  for  as  long  as  the  investigation  is 
open.  When  the  investigation  is  completed,  the  contributor  replaces 
the  open  case  tracing  with  a  file  tracing  as  described  above. 

NAC  History  Tracings.  Retained  for  a  period  of  four  (4)  years 
from  the  date  of  completion  and  then  automatically  deleted  unless 
specific  action  is  taken  sooner  to  delete  the  record.  Should  a  subse¬ 
quent  favorable  NAC  be  completed,  the  entering  of  a  new  history 
record  will  delete  the  first  history  record. 

NAC  Pending  Tracings.  Retained  until  completion  of  the  NAC  at 
which  time  they  are  replaced  by  a  NAC  History  or  file  tracing, 
unless  deleted  sooner  by  the  originator. 

System  managerfs)  and  address: 

Director,  Defense  Investigative  ^rvice,  Washington,  D.C.  20314 

Notification  procedure: 

Identity  of  Official: 

Assistant  for  Information 

Defense  Investigative  Service  (D0020) 

Washington,  D.C.  20314. 

Information  Required:  Full  name  and  all  maiden  and  alias  names 
under  which  files  may  be  maintained  and  personal  identifiers  listed 
under  RETRIEVABILITY,  Note,  Social  Security  Account  Numbers 
may  be  necessary  for  positive  identification  of  certain  records. 

Office  Which  May  be  Visited: 

DIS  Information  Office 
1000  Independence  Avenue 
Washington,  D.C.  20314. 

Proof  of  Identity:  Check  of  personal  documents. 

Record  access  procedures: 

Access  may  be  obtained  through  the  Information  Office  at  the 
address  previously  listed. 


Contesting  record  procedures: 

The  agency's  rules  for  access  to  records,  contesting  contents  and 
appealing  initial  determinations  by  the  subject  individual  may  be 
obtained  from  the  Assistant  for  Information,  at  the  above  address. 

Record  source  categories: 

DoD  investigative  elements  identical  with  those  listed  under  the 
LOCATION  caption  excluding  DISCO,  and  additionally:  \ 

Defense  Supply  Agency 
ATTN:  DSAH-T  Cameron  Station 
Alexandria,  Virginia  22310 

Director  of  Security,  National  Security  Agency,  ATTN:  M-552 
Fort  Meade,  Maryland  20775 

Assistant  Chief  of  Staff  of  Intelligence,  Department  of  the  Army, 
ATTN:  Counterintelligence  Division,  Washington,  D.C.  20315 
(ACSI) 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N63393  F0013BA013 

System  name: 

Aviation  Medical  Officer's  Report 

System  location: 

Commander,  Naval  Safety  Center,  Naval  Air  Station,  Norfolk,  VA 
23511  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system: 

Military  personnel  involved  in,  contributing  to  or  injured  in  a 
Navy  or  Marine  aircraft  mishap. 

Categories  of  records  in  the  system: 

Reports  of  Naval  aircraft  mishaps  submitted  by  the  reporting  cus¬ 
todian.  Findings  and  conclusions  of  the  Aircraft  Accident  Board. 
Medical  Officer's  Report.  Search  and  Rescue  Report.  Life  Change 
Questionnaire.  Naval  Safety  Center  investigative  reports.  JAG 
manual  investigations. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Aviation  Medical  Officer's  Report  records  are  selected  and  re¬ 
viewed  by  Naval  Safety  Center  analysts  to  identify  problem  areas 
and  determine,  whenever  possible,  mechanical  systems/malfunctions 
or  human  errors  that  may  have  caused  or  contributed  to  a  particular 
mi.shap  in  order  that  appropriate  measures  can  be  effected  to  prevent 
recurrence.  Records  and  summary  data  are  provided  only  to  those 
echelons  within  the  Navy  which  are  directly  involved  in  flight  safety 
and  the  study  of  trends  associated  therewith.  In  those  mishap  cases 
where  the  type  aircraft  is  common  to  other  military  services,  applica¬ 
ble  trend  analyses  and  summary  data  is  usually  provided  to  the 
respective  service.  Similarly,  if  the  type  aircraft  involved  in  a  mishap 
is  common  to  civil  aviation,  summary  information  is  provided  to 
appropriate  government  agencies.  Whenever  and  to  whomever  re¬ 
leased,  the  information  is  given  with  the  explicit  understanding  that  it 
will  be  used  exclusively  in  the  furtherance  of  improved  safety  in 
aircraft  and  accident  prevention  efforts.  / 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape.  (Central  location)  Cardex  File.  (Subordinate  Com¬ 
mands) 

Retrievability: 

Any  of  the  data  elements  such  as  model  aircraft,  damage,  date, 
accident  type,  cause  factors,  degree  of  injury,  ejection  results  or 
pilot's  social  security  number  are  used  to  retrieve  individual  records. 

Safeguards: 

A  limited  number  of  data  processing  personnel  have  access  to  the 
computer  facility  and  to  the  magnetic  tape  files  and  computer  pro¬ 
grams.  All  requests  for  information  received  from  activities  or  for 
purposes  not  directly  related  to  flight  safety  must  be  approved  by  the 
Commander,  Naval  Safety  Center  or  his  designated  representative. 

Retention  and  disposal:  \ 

Magnetic  tape  flies  contains  all  available  records  and  are  never 
purged.  Reports  are  not  transferred  to  a  record  center. 

System  managerfs)  and  address: 

Director  of  Aviation  Safety,  Naval  Safety  Center,  NAS,  Norfolk, 
VA  23511 

Notification  procedure: 

Apply  to  System  Manager. 


74640 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17.  1979  /  Notices 


Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Aircraft  reporting  custodians,  chain  of  command,  Judge  Advocate 
General,  commanding  ofTicer,  squadron  personnel,  relatives,  ac* 
quaintances  and  Naval  Safety  Center  analysts. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63393  F0015BA054 

System  name: 

Aircraft  Mishap 

System  location: 

Commander,  Naval  Safety  Center,  Naval  Air  Station,  Norfolk,  VA 
23511  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system: 

Designated  Naval  aviators.  Naval  flight  officers,  crew  members 
and  maintenance  personnel  involved  in  or  contributing  to  a  Navy  or 
Marine  aircraft  accident,  incident  or  ground  accident. 

Categories  of  records  in  the  system: 

Reports  of  Naval  aircraft  mishaps  submitted  by  the  reporting  cus¬ 
todian.  Findings  and  conclusions  of  the  Aircraft  Accident  Board. 
Naval  Safety  Center  investigative  reports.  JAG  manual  investiga¬ 
tions. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Aviation  mishap  records  are  selected  and  reviewed  by  Naval 
Safety  Center  analysts  to  identify  problem  areas  and  determine, 
whenever  possible,  mechanical  systems/malfunctions  or  human  errors 
that  may  have  caused  or  contributed  to  a  particular  mishap  in  order 
that  appropriate  measures  can  be  effected  to  prevent  recurrence. 
Records  and  summary  data  are  provided  only  to  those  echelons 
within  the  Navy  which  are  directly  involved  in  flight  safety  and  the 
study  of  trends  associated  therewith.  In  those  mishap  cases  where  the 
type  aircraft  is  common  to  other  military  services  applicable  trend 
analyses  and  summary  data  is  usually  provided  to  the  respective 
service.  Similarly,  if  the  type  aircraft  involved  in  a  mishap  is 
common  to  civil  aviation,  summary  information  is  provided  to  appro¬ 
priate  government  agencies.  Whenever  and  to  whomever  released, 
the  information  is  given  with  the  explicit  understanding  that  it  will  be 
used  exclusively  in  the  furtherance  of  improved  safety  in  aircraft  and 
accident  prevention  efforts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  , 

Magnetic  tape.  (Central  Location)  Cardex  File.  (Subordinate  Com¬ 
mands) 

Retrievability: 

Any  of  the  data  elements  such  as  command,  model  aircraft, 
damage,  date,  location,  accident  type,  cause  factors  or  pilot’s  social 
security  number  are  used  to  retrieve  individual  records. 

Safeguards: 

A  limited  number  of  data  processing  personnel  have  access  to  the 
computer  facility  and  to  the  magnetic  tape  flies  and  computer  pro¬ 
grams.  All  requests  for  information  received  from  activities  or  for 
purposes  not  directly  related  to  flight  safety  must  be  approved  by  the 
Commander,  Naval  Safety  Center  or  his  designated  representative. 

Retention  and  disposal: 

Magnetic  tape  files  contain  all  available  records  and  are  never 
purged.  Reports  are  not  transferred  to  a  record  center. 

System  manageKs)  and  address: 

Director  of  Aviation  Safety,  Naval  Safety  Center,  NAS,  Norfolk, 
VA  23511 

Notification  procedure: 

Individuals  may  write  the  System  Manager  giving  full  name,  ad¬ 
dress,  miliury  status  and  sociid  security  number  in  order  to  deter¬ 
mine  if  the  system  contains  any  records  pertaining  to  them.  Personal 


visitors  will  be  required  to  produce  military  or  comparable  civilian 
identification  cards. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures:  ,  > 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Aircraft  reporting  custodian,  aircraft  accident  boards,  chain  of 
command.  Judge  Advocate  General  and  Naval  Safety  Center  ana¬ 
lysts. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63393  F0024CA171 

System  name: 

Diving  Log 

System  location: 

Commander,  Naval  Safety  Center,  Naval  Air  Station,  Norfolk,  VA 
23511 

Categories  of  individuals  covered  by  the  system: 

All  Navy  military  and  civilian  employees  of  the  Navy  involved  in 
diving  or  exposed  to  a  hyperbaric  environment. 

Categories  of  records  in  the  system: 

Diving  Log  Report. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Reports  summarizing  diving  activity  are  furnished  to  the  com¬ 
manding  officer  for  individuals  attached  to  the  unit  and  are  used  to 
monitor  experience  levels  associated  with  typ«  of  dives,  equipment 
usage  and  requaliflcation  requirements.  Individual  records  are  also 
used  to  evaluate  the  diving  program  at  specific  activities  and  to 
determine  if  manning  level,  experience  and  operational  requirements 
are  consistent  with  an  effective  safety  program.  Pertinent  individual 
records  or  statistical  summaries  prepared  by  Naval  Safety  Center 
analysts  are  also  provided  to  all  echelons  within  the  Navy  having  a 
responsibility  for  the  diving  program  and  to  Chief  of  Naval  Person¬ 
nel,  Comptroller  of  the  Navy,  General  Accounting  Office,  Naval 
Audit  Service  or  other  activities  having  responsibility  for  the  admin¬ 
istration  or  control  of  personnel  assignments  and  hazardous  duty 
payments. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape. 

Retrievability: 

Records  may  be  selected  based  on  any  of  the  data  elements  con¬ 
tained  in  the  file  such  as  diver’s  social  security  number,  organization 
unit,  type  of  dive  and  equipment  used. 

Safeguards: 

A  limited  number  of  data  processing  personnel  have  access  to  the 
computer  facility  and  to  the  magnetic  tape  flies  and  computer  pro¬ 
grams.  All  requests  for  information  received  from  activities  or  for 
purposes  not  directly  related  to  the  diving  program  must  be  ap¬ 
proved  by  the  Commander,  Naval  Safety  Center  or  his  designated 
representative. 

Retention  and  disposal: 

Magnetic  tape  flies  contain  all  available  records  and  are  never 
purged.  Reports  are  not  transferred  to  a  record  center. 

System  managerts)  and  address: 

Director  of  Submarine  Safety  Programs,  Naval  Safety  Center, 
NAS,  Norfolk,  VA  23511 

Notification  procedure: 

Individuals  may  write  the  System  Manager  giving  full  name,  ad¬ 
dress,  military  status  and  social  security  number  in  order  to  deter¬ 
mine  if  the  system  contains  any  records  pertaining  to  them.  Personal 
visitors  will  be  required  to  produce  military  or  comparable  civilian 
identification  cards. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 
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Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager, 

Record  source  categories: 

Commanding  Officer  of  naval  units  conducting  diving  or  hyper¬ 
baric  exposure  incident  to  diving. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63393  F0024CA174 

System  name: 

Diving  Accidents  and  Injuries 

System  location: 

Commander,  Naval  Safety  Center,  Naval  Air  Station,  Norfolk, 
VA.  23511 

Categories  of  individuals  covered  by  the  system: 

All  Navy  military  and  civilian  employees  of  the  Navy  involved  in 
an  accident  or  who  are  injured  while  engaged  in  diving  or  exposed 
to  a  hyperbaric  environment. 

Categories  of  records  in  the  system: 

Diving  Accident/Injury  Report.  Personnel  Casualty  Report.  JAG 
manual  investigation. 

^  Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  . 

Records  of  diving  accidents  and  injuries  are  evaluated  by  Naval 
Safety  Center  analysts  to  determine  existence  of  problem  areas  and  to 
detect  trends.  The  records  are  correlated  with  the  diving  log  reports 
and  used  as  a  basis  for  recommending  changes  in  operating  proce¬ 
dure.  equipment,  decompression  schedules  and  training  requirements. 
Individual  reports  and  compilations  of  accidents  and  injuries  are 
routinely  furnished  to  activities  within  the  Navy  having  responsibility 
for  diving  safety.  Reports  are  also  furnished  to  Government  or  pri¬ 
vate  research  institutions  engaged  in  studies  relating  to  the  preven¬ 
tion  or  treatment  of  diving  injuries  or  the  design  and  usage  of 
underwater  equipment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape. 

Retrievability: 

Any  of  the  data  elements  such  as  diver’s  social  security  number,' 
type  of  accident,  depth  and  purpose  of  dive,  degree  of  injury  and 
treatment  provided  are  used  to  retrieve  individual  records. 

Safeguards: 

A  limited  number  of  data  processing  personnel  have  access  to  the 
computer  facility  and  to  the  tnagnetic  tape  files  and  computer  pro¬ 
grams.  All  requests  for  information  received  from  activities  or  for 
purposes  not  directly  related  to  diving  safety  must  be  approved  by 
the  Commander,  Naval  Safety  Center  or  his  designated  representa¬ 
tive. 

Retention  and  disposal: 

Magnetic  tape  files  contain  all  available  records  and  are  never 
purged.  Reports  are  not  transferred  to  a  record  center. 

System  managers)  and  address: 

Director  of  Submarine  Safety,  Naval  Safety  Center,  NAS,  Norfolk, 
Va.  23511 

Notifleation  procedure: 

Individuals  may  write  the  System  Manager  giving  full  name,  ad¬ 
dress,  military  status  and  social  security  number  in  order  to  deter¬ 
mine  if  the  system  contains  any  records  pertaining  to  them.  Personal 
visitors  will  be  required  to  produce  military  or  comparable  civilian 
identification  cards. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 


Commanding  Officer  of  naval  units  conducting  diving  or  hyper¬ 
baric  exposure  incident  to  diving.  Office  of  the  Judge  Advocate 
General.  Chief,  Bureau  of  Medicine  and  Surgery. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N63393  F0025AA041 

System  name: 

Occupational  Injury  and  Illness 

System  location: 

Commander,  Naval  Safety  Center,  Naval  Air  Station,  Norfolk,  VA 
23511  (Central)  Subordinate  Type  Commands/Ship/Naval  Units 

Categories  of  individuals  covered  by  the  system: 

Navy  military  personnel  who  sustain  an  injury  or  occupational 
illness  and  Navy  civilian  personnel  who  sustain  an  occupational  ill¬ 
ness  or  injury  resulting  in  one  or  more  days  of  lost  time. 

Categories  of  records  in  the  system: 

Accidental  Injury/Death  Reports.  Personnel  Casualty  Reports. 
Hospital  Admission  Reports.  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records,  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Accidental  injury  records  are  used  to  compile  a  variety  of  statisti¬ 
cal  reports  which  are  routinely  published  or  prepared  at  the  request 
of  Navy  forces  afloat  and  shore  activities.  Individual  injury  reports 
are  selected  and  reviewed  by  Naval  Safety  Center  analysts  in  order 
to  detect  problem  areas  relating  to  operating  procedure,  training  and 
equipment  usage  and  malfunction.  Results  of  these  studies  which  may 
include  individual  injury  reports  are  provided  to  commanding  offi¬ 
cers  and  to  all  echelons  within  the  Navy  having  responsibility  for  the 
allocation  of  resources  or  the  implementation  of  the  Safety  Program. 
Individual  injury  records  are  correlated  with  data  contained  in  other 
personnel  files  in  order  to  detect  unfavorable  trends  within  an  activi¬ 
ty  and  to  recommend  appropriate  corrective  measures.  Individual 
records  and  statistical  summaries  are  provided  on  request  to  all 
Government  activities  having  a  legitimate  need  for  such  information. 
Individual  records  and  summary  data  are  provided  to  contractors 
and  research  activities  in  connection  with  projects  either  funded  by 
or  deemed  potentially  valuable  to  the  Department  of  the  Navy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape.  (Central  location)  File  Folders/cardex  (subordinate 
commands) 

Retrievability: 

Any  of  the  data  elements  such  as  social  security  number,  command 
or  unit  identification  code,  degree  of  injury,  location,  equipment 
malfunction  and  cause  factors  are  used  to  select  individual  records. 

Safeguards: 

A  limited  number  of  data  processing  personnel  have  access  to  the 
computer  facility  and  to  the  magnetic  tape  files  and  computer  pro¬ 
grams.  All  requests  for  information  received  from  activities  or  for 
purposes  not  within  the  routine  usage  criteria  must  be  approved  by 
the  Commander,  Naval  Safety  Center  or  his  designated  representa¬ 
tive. 

Retention  and  disposal: 

Magnetic  tape  files  contain  all  available  records  and  are  never 
purged.  Reports  are  not  transferred  to  a  record  center. 

System  managers)  and  address: 

Director  of  Occupational  Safety,  Health  and  Support  Programs, 
Naval  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure: 

Individuals  may  write  the  System  Manager  giving  full  name,  ad¬ 
dress,  military  status  and  social  security  number  in  order  to  deter¬ 
mine  if  the  system  contains  any  records  pertaining  to  them.  Personal 
visitors  will  be  required  to  produce  military  or  comparable  civilian 
identification  cards. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 
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Record  source  categories: 

Commanding  officers  of  Forces  Afloat  and  Shore  activities,  Judge 
Advocate  General  and  Chief,  Bureau  of  Medicine  and  Surgery. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63393  F0026EA033 

System  name: 

Motor  Vehicle  Accidents  and  Injuries 

System  location: 

Commander,  Naval  Safety  Center,  Naval  Air  Station,  Norfolk,  VA 
23S1I  Subordinate/Type  Commands/Levels 

Categories  of  individuals  covered  by  the  system: 

Navy  military  personnel  regardless  of  duty  status  who  are  injured 
as  a  result  of  a  motor  vehicle  accident  or  are  the  operator  of  one  of 
the  vehicles  involved  in  such  an  accident.  Navy  military  and  civilian 
personnel  who  are  involved  in  a  Government  motor  vehicle  accident 
or  a  private  motor  vehicle  accident  on  Navy  property.  Navy  civilian 
employees  who  are  injured  in  a  motor  vehicle  accident  during  the 
course  of  their  official  duties. 

Categories  of  records  in  the  system: 

Motor  Vehicle  Accident  Report.  Personnel  Casualty  and  Death  . 
Report,  Hospital  Admission  Reports  and  JAG  manual  investigations. 

Authority  for  maintenance  of  the  system: 

S  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Motor  vehicle  accident  records  are  used  to  compile  statistics 
which  are  given  wide  dissemination  within  the  Navy.  Compilations 
of  motor  vehicle  accident  records  for  particular  commands,  activities 
and  units  are  furnished  on  request  to  assist  in  the  development  of  an 
effective  safety  program  at  all  levels  within  the  Navy.  Accident 
records  of  individuals  assigned  to  specific  units  or  records  of  individ¬ 
uals  involved  in  multiple  accidents  are  provided  to  commanding 
officers.  Motor  vehicle  accident  records  are  correlated  with  data 
contained  in  other  accident/injury  or  training  files.  The  significance 
of  this  data  is  evaluated  by  Naval  Safety  C^ter  analysts  and  sum¬ 
mary  information,  specific  individual  records  or  composite  records 
provided  to  all  echelons  within  the  Navy  having  a  responsibility  for 
motor  vehicle  safety.  Individual  records  and  statistical  summaries  are 
provided  on  request  to  all  Government  activities  having  a  legitimate 
need  for  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape.  (Central  location)  File  folders/cardex  (subordinate 
commands) 

Retrievability: 

Any  of  the  data  elements  such  as  individual  social  security  number, 
activity  or  unit  identification,  cause  factors  and  degree  of  injury  are 
used  to  retrieve  individual  records. 

Safeguards: 

A  limited  number  of  data  processing  personnel  have  access  to  the 
computer  facility  and  to  the  magnetic  tape  files  and  computer  pro¬ 
grams.  All  requests  for  information  which  are  not  included  in  the 
routine  usage  criteria  must  be  approved  by  the  Commander,  Naval 
Safety  Center  or  his  designated  representative. 

Retention  and  disposal: 

Magnetic  tape  files  contain  all  available  records  and  are  never 
purg^.  Original  documents  are  destroyed  when  no  longer  required. 
Reports  are  not  transferred  to  a  record  center. 

System  manageKs)  and  address: 

Director  of  Occupational  Safety,  Health,  and  Support  Programs, 
Naval  Safety  Center,  NAS,  Norfolk,  VA  23511 

Notification  procedure: 

Individuals  may  write  the  System  Manager  giving  full  name,  ad¬ 
dress,  military  status  and  social  security  number  in  order  to  deter¬ 
mine  if  the  system  contains  any  records  pertaining  to  them.  Personal 
visitors  will  be  required  to  produce  military  or  comparable  civilian 
identification  cards. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 


The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager.  > 

Record  source  categories: 

Commanding  officers  of  Forces  Afloat  and  Shore  activities.  Judge 
Advocate  General  and  Chief,  Bureau  of  Medicine  and  Surgery. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63393  F0048BA111 

System  name: 

Individual  Flight  Activity  Report 

System  location: 

Commander,  Naval  Safety  Center,  Naval  Air  Station,  Norfolk,  VA 
23511 

Categories  of  individuals  covered  by  the  system: 

All  aeronautically  designated  commissioned  Navy  and  Marine  Offi¬ 
cers  assigned  as  crew  members  in  the  operation  of  an  aircraft  in 
accordance  with  the  direction  of  competent  authority. 

Categories  of  records  in  the  system: 

Reports  of  each  flight  submitted  by  the  custodian  of  the  aircraft. 
Total  flight  activity  survey  reports  and  annual  flight  activity  reports. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Flight  activity  data  for  specific  individuals  or  categories  of  aviators 
is  correlated  with  aircraft  mishap  data.  This  information  is  analyzed 
in  order  to  determine  the  relationship  between  various  categories  and 
combinations  of  flight  experience  and  accident  involvement.  Results 
of  these  studies  are  provided  to  all  echelons  within  the  Navy  and 
Marine  Corps  having  responsibility  for  flight  operations,  pilot  train¬ 
ing  and  allocation  of  resources  to  and  within  the  aviation  program. 

An  annual  summary  of  flight  activity  by  modef  aircraft  is  providi^  to 
each  reporting  individual  for  his  verification  and  personnel  records. 
Upon  request,  a  detailed  by  flight  report  for  a  specified  time  frame  is 
also  provided.  Records  are  also  provided  to  Chief  of  Naval  Person¬ 
nel  for  promotional  screening,  detailing  and  compliance  with  mini¬ 
mum  standards.  Summaries  of  flight  activity  for  Marine  Corps  per¬ 
sonnel  are  provided  to  the  Commandant  of  the  Marine  Corps.  Rec¬ 
ords  of  specific  pilots  or  categories  of  pilots  are  provided  to  contrac¬ 
tors,  if  required,  for  projects  either  funded  by  or  deemed  potentially 
valuable  to  the  Department  of  the  Navy.  When  requested,  records 
are  provided  to  the- General  Accounting  Office,  to  the  Naval  Audit 
Service  and  to  offices  or  committees  authorized  by  Congress  to 
investigate  certain  phases  of  the  Naval  Aviation  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape. 

Retrievability: 

Any  of  the  data  elements  such  as  pilot’s  social  security  number, 
model  aircraft,  ^uadron  and  specific  flight  experience  may  be  used 
to  retrieve  individual  records. 

Safeguards: 

A  limited  number  of  data  processing  personnel  have  access  to  the  . 
computer  facility  and  to  the  magnetic  tape  files  and  computer  pro¬ 
grams.  All  requests  for  information  which  are  not  included  in  the  j 
routine  usage  criteria  must  be  approved  by  the  Commander,  Naval 
Safety  Center  or  his  designated  representative.  j 

Retention  and  disposal:  | 

Magnetic  tape  files  contain  all  available  records  and  are  never  i 
purged.  Reports  are  not  transferred  to  a  record  center. 

System  managerfs)  and  address:  | 

Director  of  Aviation  Safety  Programs,  Naval  Safety  Center,  NAS, 
Norfolk.  V A  23511 

Notification  procedure:  ! 

Individuals  may  write  the  System  Manager  giving  full  name,  ad-  j 

dress,  military  status  and  social  security  number  in  order  to  deter¬ 
mine  if  the  system  contains  any  records  pertaining  to  them.  Personal  ' 
visitors  will  be  required  to  produce  military  or  comparable  civilian 
identification  cards. 

Record  access  procedures:  ,  j 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the  j 
System  Manager.  i 
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Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Aircraft  reporting  custodian.  Navy  and  Marine  Corps  pilots. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63395  10140.IF 

System  name: 

USAREURAJSAFE  Ration  Card 

System  location: 

U.S.  Naval  Radio  Station,  FPO  New  York  09S16. 

Categories  of  individuals  covered  by  the  system: 

USN  personnel  and  their  dependent  wives  and  children  over  18 
years  of  age,  who  are  stationed  at  U.S.  Naval  Radio  Station,  FPO 
New  York  09516. 

Categories  of  records  in  the  system: 

File  sheet  with  members  name,  rate,  serial  no.,  and  organization 
assigned.  Also  if  member  is  single  or  married. 

Authority  for  maintenance  of  the  system: 

S  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Reference  as  to  who  is  holding  a  ration  card. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Name. 

Safeguards: 

Locked  safe  in  Admin  Office  and  a  24  hour  security  watch. 

Retention  and  disposal: 

Records  are  maintained  Is  long  as  member  retains  ration ’card. 
After  transfer  records  are  burned.  ' 

System  manager(s)  and  address: 

Commanding  Officer,  U.S.  Naval  Radio  Station,  FPO  New  York 
09516  is  overall  policy  official  with  the  Administrative  Officer,  U.S. 
Naval  Radio  Station,  FPO  New  York  09516  as  the  subordinate 
holder. 

Notification  procedure: 

Inquiries  sould  be  addressed  to  U.S.  Naval  Radio  Station,  FPO 
New  York  09516,  giving  full  name  and  social  security  number,  and 
personal  visitors  must  have  valid  military  I.D.  or,  if  no  longer  in  the 
military,  have  other  valid  identification  such  as  a  driver’s  license. 
Visitors  may  come  to  the  Administrative  Office  at  the  address  given 
under  SYSMANAGER. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Applicable  U.S.  Serviceman. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63395  11240.3E 

System  name: 

File  of  Records  of  Acquisition,  Transfer  and  Disposal  of  Privately 
Owned  Vehicles 

System  location: 

U.S.  Naval  Radio  Station,  FPO  New  York  09516 

Categories  of  individuals  covered  by  the  system: 

United  States  Navy  personnel  stationed  at  U.S.  Naval  Radio  Sta¬ 
tion,  FPO  New  York  09516  who  own  a  concession  vehicle  in  the 
United  Kingdom. 

Categories  of  records  in  the  system: 


Request  for  delivery  of  a  motor  vehicle  without  payment  of  duty, 
value  added  tax  and  car  tax. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  information  on  type  of  car,  engine  no.,  license  no.,  year  of  car, 
make  of  car,  base  assigned,  organization,  soc.  sec.  no.,  and  paygrade. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 
Retrievability: 

Name 

Safeguards: 

Locked  safe  in  Admin  Office  with  a  24  hour  security  watch. 
Retention  and  disposal: 

Records  are  maintaned  as  long  as  a  person  owns  a  concession 
vehicle  in  the  United  Kingdom.  Records  are  burned  as  soon  as 
vehicle  u  either  shipped  out  of  the  U.K.  or  destroyed. 

System  managerts)  and  address: 

Commanding  Officer,  U.S.  Naval  Radio  Station,  FPO  New  York 
09516  is  overall  policy  official  with  the  Administrative  Officer,  U.S. 
Naval  Radio  Station,  FPO  New  York  09516  as  the  subordinate 
holder. 

Notification  procedure: 

Inquiries  should  be  addressed  to  U.S.  Naval  Radio  Station,  FPO 
New  York  09516,  giving  full  name  and  social  security  number.  Visi¬ 
tors  may  come  to  the  Administrative  Office  at  the  address  given 
under  SYSMANAGER  and  must  have  valid  military  I.D.  or,  if  no 
longer  in  the  military,  have  other  valid  identification  such  as  a 
driver’s  license. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  theindividual  concernd  may  be  obtained  from  th 
system  manager. 

Record  source  categories: 

Applicable  U.S.  Serviceman 

Systems  exempted  from  certain  provisiohs  of  the  act: 

None 

N63425  SHELTER  LIST 

System  name: 

Military  and  Civilian  Employee  Dependents  Hurricane  Shelter  As¬ 
signment  List 
System  location: 

Commanding  Officer  Naval  Communication  Station  Key  West 
Key  West  Florida  33040 
Categories  of  individuals  covered  by  the  system: 

Military  personnel  and  civilian  employees  and  their  dependents 
who  apply  for  assignment  to  naval  communication  station  shelter 
Categories  of  records  in  the  system: 

Record  lists  names,  addresses,  and  phone  numbers  of  military/ 
civilian  station  personnel  applying  for  shelter  assignments  for  their 
families,  together  with  names  of  dependent  spouses,  names  and  ages 
of  dependent  children,  and  whether  or  not  requirement  exists  for 
station  transportation  to  shelter. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  Disaster  Preparedness  Officer  in  determining  shelter  logis¬ 
tics  requirements  and  by  Shelter  Officer  in  mustering  assigned  de¬ 
pendents  in  shelter  in  case  of  hurricane. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder 
Retrievability: 

Name 
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Safeguards: 

File  maintained  in  locked  cabinet  by  Disaster  Preparedness  OfTicer. 

Retention  and  disposal: 

Maintained  from  May  through  April  each  year,  disposed  of  by 
burning. 

System  manageKs)  and  address: 

Disaster  Preparedness  Officer  Naval  Communication  Station  Key 
West  Key  West  Florida  33040 

Notification  procedure: 

Individual  record  entries  are  filled  out  by  hand  by  station  military/ 
civilian  sponsors  desiring  to  register  their  families  in  command  hurri¬ 
cane  shelter.  System  contains  no  info  other  than  entries  provided  by 
sponsors.  Certified  station  sponsors  may  review/remove  entry  by 
phoning/visiting  the  Disaster  Preparedness  Officer,  Naval  Communi¬ 
cations  Station  Key  West. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

•  The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

All  entries  to  file  are  hand  written  forms  fllled  in  by  military/ 
civilian  command  sponsors  requesting  hurricane  shelter  for  their  fam¬ 
ilies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N63427  AUTOIMPEXPREC 

System  name: 

Record  of  Import  and  Export  of  Foreign  Made  Auto  Vehicles  into 
and  out  of  Australia 

System  location: 

U.S.  Naval  Communication  Station  FPO  San  Francisco  96680 

Categories  of  individuals  covered  by  the  system: 

Importers/exporters  and  purchasers  of  foreign  made  automobiles 
imported  into  Australia  by  U.S.  personnel. 

Categories  of  records  in  the  system: 

Copies  of  shipping  and  customs  documents  for  automobiles  import¬ 
ed  into  and  exported  from  Australia. 

Authority  for  maintenance  of  the  system: 

S  use  301,  Agreement  between  Australia  and  the  United  States  of 
America  concerning  the  status  of  United  States  forces  in  Australia 
and  protocol  to  that  agreement. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Supply  Officer:  to  determine  shipping  and  wharf  handling  require¬ 
ments.  Legal  Officer:  to  monitor  sale  and/or  export  of  foreign  made 
vehicles  imported  into  Australia  by  the  U.S.  personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder. 

Retrievability: 

Name. 

Safeguards: 

File  cabinet.  Entry  by  legal/personal  property  office  personnel 
only. 

Retention  and  disposal: 

Duration  of  customs  to  duty  bond.  Destruction  through  burning. 

System  manageris)  and  address: 

Legal  officer  and  personal  propety  supervisor. 

Notification  procedure: 

Individual  initates  record  and  may  request  information.  Legal  Offi¬ 
cer,  Personal  Property  Supervisor,  U.S.  Naval  Communication  Sta¬ 
tion.  Information  requested  must  provide:  full  name,  official  title, 
purpose  of  inquiry.  Offices  to  be  visited:  Legal  Office  and  Personal 
Property  Office,  U.S.  Naval  Communication  Station.  Proof  of  identi¬ 
ty:  visual  recognition  or  identification  card. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 


Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager.  ' 

Record  source -categories: 

Information  supplied  by  individual,  copy  of  purchase  documents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63427  COMWEALTHPASS 

System  name: 

Commonwealth  Pass  Application  Form 

System  location: 

U.S.  Naval  Communciation  Station  FPO  San  Francisco  96680 

Categories  of  individuals  covered  by  the  system: 

All  personnel  requiring  access  to  the  Commonwealth  property  on 
which  the  Naval  Communication  Station  is  located. 

Categories  of  records  in  the  system: 

Completed  application  forms  for  Commonwealth  passes.  Contains 
name,  rank,  organization,  height,  color  of  hair,  color  of  eyes,  date  of 
birth  and  place  of  birth. 

Authority  for  maintenance  of  the  system: 

S  use  301  Arrangements  for  the  use  and  occupation  by  the  United 
States  Navy  of  Commonwealth  land  and  for  associated  matters. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Issuance  of  passes  for  entry  to  Naval  Communication  Station. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability: 

Name. 

Safeguards: 

Locked  cabinet  -  limited  access. 

Retention  and  disposal: 

Duration  of  individual’s  stay  in  area.  Destruction  by  burning. 

System  manageris)  and  address: 

Security  Officer,  U.S.  Naval  Communication  Station. 

Notification  procedure: 

Individual  initiates  record  and  may  request  information.  Security 
Officer,  U.S.  Naval  Communicaton  Station,  information  requester 
must  provide:  full  name,  official  title,  purpose  of  inquiry.  Office  to  be 
visted:  Security  Office,  U.S.  Naval  Communication  Station.  Proof  of 
identity:  visual  recognition  or  identification  card. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Information  supplied  by  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N63427  NEXSALESSLIP 

System  name: 

Large  purchases  in  Navy  Exchange. 

System  location: 

U.S.  Naval  Communication  Station  FPO  San  Francisco  96680 

Categories  of  individuals  covered  by  the  system: 

All  authorized  patrons  of  the  Navy  Exchange  at  this  station. 

Categories  of  records  in  the  system: 

Record  copies  of  all  receipts  for  articles  valued  at  over  ten  U.S. 
dollars,  lists  purchaser,  base  pass  number,  noun  name  of  article,  value 
and  intended  use. 

Authority  for  maintenance  of  the  system: 

5  use  301,  Technical  Arrangement  between  United  States  Dept  of 
the  Navy  and  the  Commonwealth  of  Australia  Dept  of  Defence 
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relating  to  commissaries  at  Northwest  Cape  in  the  State  of  Western 
Australia. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Legal  OfTicer  •  control  of  disposal  of  articles  purchased  in  station 
Navy  Exchange.  Security  Officer  -  investigation  into  possible  viola¬ 
tion  of  govt  to  govt  arrangements  relating  to  commissaries  in  Austra¬ 
lia.  Criminal  investigation  in  cases  of  wrongful  appropriation  and 
larceny. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder. 

Retrievability: 

Name.  / 

Safeguards: 

Locked  cabinet  -  limited  access. 

Retention  and  disposal: 

For  duration  of  member's  tour  at  this  station.  Destruction  through 
shredding  and  burning. 

System  manager(s)  and  address: 

Security  Officer,  U.S.  Naval  Communication  Station 
Notification  procedure: 

Printed  information  on  form  -  copy  retained  by  individual.  Secu¬ 
rity  Officer,  U.S.  Naval  Communication  Station.  Information  request¬ 
er  must  present:  full  name,  official  title  and  purpose  of  inquiry.  OfTice 
to  be  visited:  Security  Office,  U.S.  Naval  communication  Station. 
Proof  of  idenity:  visual  recognition. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Information  supplied  by  purchaser  and  Navy  Exchange. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N64168  NUC 

System  name: 

Nuclear  Program  Interview  and  Screening 
System  location: 

Naval  Sea  System  Command  (Code  08),  Washington,  D.C.  20362 
Categories  of  individuals  covered  by  the  system: 

Personnel  interviewed  or  considered  for  assignment  or  retention  in 
the  Naval  Nuclear  Power  Program 
Categories  of  records  in  the  system: 

Interview  appropriation  folder,  interview  chronology,  interview 
index  card.  Navy  Enlisted  Nuclear  Program  Technical  Screening 
Sheets,  Nuclear  Propulsion  Officer  Candidate  Records 
Authority  for  maintenance' of  the  system: 

S  U.S.C.  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Determine  eligibility  for  Naval  Nuclear  Power  Program,  maintain¬ 
ing  statistical  and  accounting  records,  and  other  administrative  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  loose  leaf  binders,  and  index  card  box 
Retrievability: 

Name,  chronological.  Navy  rate  (if  applicable).  Social  Security 
Number,  approximate  date  of  screen 
Safeguards: 

Located  in  restricted  area 
Retention  and  disposal: 

Indefinitely 

System  manager(s)  and  address: 

Naval  Sea  Systems  Command  (Code  08),  Washington,  D.C.  20362 
Notification  procedure: 


Contact  System  Manager;  provide  full  name.  Navy  rate  (if  applica¬ 
ble),  Social  Security  Number,  Nuclear  Power  School  Class  or  dates 
at  attendance  (if  applicable)  and  proof  thereof,  dates  of  service  or 
screening  and  proof  thereof. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Individual;  Bureau  of  Naval  Personnel;  U.S.  Naval  Academy;  cur¬ 
rent  and/or  previous  commands;  Director,  Division  of  Naval  Reac¬ 
tors 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N64168  RADINJCLRDS 

System  name: 

NAVSEA  RADIATION  INJURY  CLAIM  RECORDS 
System  location: 

Naval  Sea  Systems  Command  Code  08  Washington,  D.C.  20362 
Categories  of  individuals  covered  by  the  system: 

Individuals  employed  by  the  Navy  and  Navy  contractors  who 
have  alleged  radiation  injury  from  radiation  exposure  associated  with 
Naval  Nuclear  Propulsion  plants. 

Categories  of  records  in  the  system: 

Excerpts  from  personnel  medical  records.  Navy  field  organization 
and  Navy  contractor  work  histories  and  Navy  and  Labor  Depart¬ 
ment  correspondence. 

Authority  for  maintenance  of  the  system: 

S  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Technical  evaluation  of  radiation  injury  compensation  claims  by 
NAVSEA  RADIOLOGICAL  CONTROL  MANAGERS. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  Folders 
Retrievability: 

Alphabetical  by  name 
Safeguards: 

Locked  in  safe  and  specific  permission  of  custodian 
Retention  and  disposal: 

Indefinitely 

System  manager(s)  and  address: 

Naval  Sea  Systems  Command  Code  08  Washington,  D.C.  20362 
Notification  procedure: 

Contact  System  Manager;  Provide  name,  organization  where  em¬ 
ployed  at  time  of  alleged  injury  and  supporting  evidence. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Personnel  medical  records  and  Navy  and  contractor  work  histor¬ 
ies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N64168  SEA  TRIAL 

System  name: 

Next  of  Kin  Information  for  Sea  Trial  Riders 
System  location: 

Naval  Sea  Systems  Command  Code  08  Washington,  D.C.  20362 
Categories  of  individuals  covered  by  the  system: 
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Individuals  attending  nuckar  propulsion  plant  sea  trials  of  Navy 
ships 

Categories  of  records  in  the  system: 

Names  and  addresses  of  next  of  kin;  name.  Social  Security  Number 
and  security  clearance  of  individual 
Authority  for  maintenance  of  the  system: 

S  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  maintain  information  necessary  for  individuals  to  attend  nuclear 
propulsion  plant  sea  trials;  Associate  Director  for  Surface  Ships  and 
staff 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

3x5  index  cards 
Retrievability: 

Alphabeticly  by  name 
Safeguards: 

Locked  in  3-way  combination  safe  in  a  restricted  area 
Retention  and  disposal: 

Indefinitely 

System  manageris)  and  address: 

Naval  Sea  Systems  Command  Code  08  Washington,  D.C.  20362 
Notification  procedure: 

Contact  System  Manager;  Provide  name  and  social  security 
number  and  identify  sea  trials  attended 
Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

From  the  individual 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N64223  NMRI 

System  name: 

Kidney  transplant  histocompatibility  study 
System  location: 

Division  of  Biometry,  Naval  Medical  Research  Institute,  National 
Naval  Medical  Center  20014 
Categories  of  individuals  covered  by  the  system: 

All  individuals  receiving  kidney  transplants  between  January  1, 
1974  and  December  31,  1976  from  participating  hospitals,  except  for 
certain  hospitals  with  different  dates  of  participation.  A  list  of  hospi¬ 
tals  participating  in  the  study  may  be  obtained  from  the  system 
manager. 

Categories  of  records  in  the  system: 

Records  of  patients,  past  medical  history,  transplant  operation  and 
foilow-up.  Limited  social  information  as  required  to  evaluate  rehabili¬ 
tation. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Summary  reports  and  data  not  identifying  patients  by  name  are 
made  available  to  National  Institute  of  Arthritis  and  Infectious  Dis¬ 
eases,  the  funding  agency,  and  to  participating  hospitals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  kept  in  file  folders  and  on  magnetic  tape. 

Retrievability: 

Routine  retrieval  is  by  patient  code  number  or  hospital  codes. 
Safeguards: 

Manual  files  are  kept  in  locked  spaces.  Routinely  used  computer 
files  contain  no  patient  names.  Access  through  the  computer  to 
names  is  limited  to  persons  possessing  appropriate  access  code  words. 


Retention  and  disposal: 

Records  will  be  maintained  for  statistical  analysis  so  long  as 
NIAID,  the  funding  agency,  desires. 

System  manageris)  and  address: 

Head,  Division  of  Biometry 

Notification  procedure: 

Patients  may  establish  their  inclusion  in  this  study  by  asking  the 
physician  who  performed  the  transplant. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents,  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Hospitals  performing  transplants  and  patient’s  physician. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N64648-EARB 

System  name: 

Employee  Grievances,  Complaints,  and  Adverse  Action  Appeals. 

System  location: 

Chairman  Department  of  the  Navy  Employee  Appeals  Review 
Board  Washington,  D.  C.  20360 

Categories  of  individuals  covered  by  the  system: 

Former  and  present  civilian  employees  of  the  Department  of  the 
Navy,  and  applicants  for  employment  with  the  Department  of  the 
Navy. 

Categories  of  records  in  the  system: 

The  case  files  contain  background  material  on  the  act  or  situation 
complained  of;  the  results  of  any  investigation  including  affidavits 
and  depositions;  records  of  personnel  actions  involved;  Official  Per¬ 
sonnel  Folders;  transcripts  of  hearings  held;  Examiners’  reports  of 
findings  and  recommended  actions;  advisory  memoranda  from 
OCMM,  NAVCOMPT,  CNO,  BUPERS,  CSC,  DOD,  SYSCOMS; 
SECNAV  decisions;  reports  of  actions  taken  by  local  activities;  com¬ 
ments  by  EARB  or  local  activities  on  appeals  made  to  CSC;  CSC 
decisions,  Court  decisions.  Comptroller  General  decisions.  Brief  sum¬ 
maries  of  case  files  are  maintained  on  index  cards 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  Sections  1301,  3301,  3302,  7151-7154,  7301,  and  7701 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

This  information  is  used  by  the  EARB  to  adjudicate  cases.  SYS¬ 
COMS,  OCMM,  CAPSO-N  and  ROCMM-S  are  internal  users  for 
informational/implementational  purposes.  CSC  is  the  other  Govern¬ 
ment  agency  using  this  information.  Pursuant  to  s  552a(bX9)  of 
Public  Law  93-579,  committees  or  subcommittees  of  either  House  of 
Congress  are  furnished  the  above  information  upon  request.  Individu¬ 
al  members  acting  on  behalf  of  the  individual  involv^  are  supplied 
with  copies  of  decisions  and  other  appropriate  background  material. 
Grievants  and  appellants  are  furnished  SECNAV  decisions,  with 
copies  to  their  representatives.  EEO  complainants  are  furnished 
SECNAV  decisions,  with  copies  of  the  hearing  transcripts  and  Ex¬ 
aminers’  reports;  complainants’  representatives  are  provided  copies  of 
SECNAV  decisions.  Activities  involved  are  provided  with  copies  of 
SECNAV  decisions  on  grievances  and  appeals.  Activities  involved  in 
EEO  complaints  are  provided  copies  of  SECNAV  decisions,  hearing 
transcripts,  and  Examiners’  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  and  index  cards. 

Retrievability: 

Name 

Safeguards: 

Official  Personnel  Folders  and  classified  material  kept  in  locked 
safe.  Other  materials  are  kept  in  file  cabinets  in  a  secured  building. 

Retention  and  disposal: 

Case  files  maintained  for  one  year  and  sent  to  the  GSA  Federal 
Records  Center  and  maintained  for  four  years.  Official  Personnel 
Folders  returned  to  activities  after  disposition  of  cases.  CSC  decisions 
and  index  cards  are  retained  indefinitely. 
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System  manageKs)  and  address: 

Chairman,  Department  of  the  Navy  Employee  Appeals  Review 
Board 

Notification  procedure: 

Department  of  the  Navy  Employee  Appeals  Review  Board,  Wash¬ 
ington,  D.  C.  20360.  Must  provide  full  name,  employing  office,  and 
appropriate  indentification  card. 

Record  access  procedures: 

The  Agency's  rules  for  access  to  records  may  be  obtained  from 
System  Manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Employing  activities.  Civil  Service  Commission,  OCMM. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

>  N64980  CONCESSION  VEH 

System  name: 

Duty  Free  Vehicle  Log 

System  location: 

Commanding  Officer,  U.S.  Naval  Aviation  Weapons  Facility,  FPO 
New  York  09515 

Customs  Officer,  HMS  Customs  and  Excise,  Campbeltown,  Argyll, 
Scotland 

Categories  of  individuals  covered  by  the  system: 

Individuals  stationed  aboard  NAVAVNWPNSFAC  Machrihanish 
who  own  vehicles  purchased  or  imported  into  the  United  Kingdom 
duty  free. 

Categories  of  records  in  the  system: 

Single  line  entry  on  loose  leafe  pages  listing:  Name  and  rank/rate 
of  individual;  make,  year  and  registration  of  vehicle;  status  ^ught 
new  in  UK  or  imported)  of  vehicle;  and  date  of  purchase  or  import¬ 
ing. 

Authority  for  maintenance  of  the  system: 

5USC301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  assist  local  customs  officials  to  protect  against  the  illegal  trans¬ 
fer  of  duty-free  vehicles  to  UK  citizens. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folder 

Retrievability: 

Name 

Safeguards: 

The  records  are  maintained  in  an  office  that  is  locked  when  not 
manned. 

Retention  and  disposal: 

Pen  and  ink  changes  are  made  to  records  until  complete  page  must 
be  retyped.  Old  pages  are  then  destroyed  by  shredding  or  burning. 
Retention  period  dependent  upon  number  of  changes  occuring. 
Method  of  disposal  by  local  customs  official  unknown. 

System  managers)  and  address: 

Commanding  Officer,  U.S.  Naval  Aviation  Weapons  Facility,  FPO 
New  York  09515 

Notification  procedure: 

Individuals  wishing  to  learn  if  records  concerning  them  are  still 
retained  may  contact  the  System  Manager. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Information  is  obtained  from  documents  provided  by  the  individu¬ 
al. 

Systems  exempted  from  certain  provisions  of  the  act: 


None. 

N64980GAS  RATION  HLE 

System  name: 

Gasoline  Ration  System 

System  location; 

Commanding  Officer,  U.S.  Naval  Aviation  Weapons  Facility,  FPO 
New  York  09515 

Categories  of  individuals  covered  by  the  system: 

All  personnel  stationed  aboard  NAVAVNWPNSFAC  Machrihan¬ 
ish  who  own  private  vehicles  and  wish  to  purchase  Navy  Exchange 
Gasoline. 

Categories  of  records  in  the  system: 

Record  on  each  individual  contains  information  on;  vehicle  de¬ 
scription;  dates  of  vehicle  insurance,  inspection  and  tax;  United  King¬ 
dom  address  of  individual  and  amount  of  gasoline  allowed. 

Authority  for  maintenance  of  the  system: 

5USC301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  by  Transportation  Officer  to  allocate  ration 
coupons  to  authorized  pesonnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Index  cards  in  holder. 

Retrievability: 

Name 

Safeguards: 

Locked  in  combination  safe  in  an  office  which  is  locked  when 
unmanned.  Only  Transportation  Officer  knows  combination  to  safe. 

Retention  and  disposal: 

Records  are  destroyed  by  shredding  or  burning  approximately  one 
year  after  transfer  of  individual. 

System  managerts)  and  address: 

Commanding  Officer,  U.S.  Naval  Aviation  Weapons  Facility,  FPO 
New  York  09515 

Notification  procedure: 

Individuals  wishing  to  ascertain  if  records  concerning  them  are  still 
retained  may  contact  the  System  Manager. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Information  concerning  vehicles,  insurance,  inspection  and  tax  is 
copied  from  the  appropriate  document  as  provided  by  the  individual. 
Other  information  is  received  from  the  individual  directly. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N64980RATION  PRMT  LOG 

System  name: 

Application  for  U.S.  Navy  Ration  Permit 

System  location: 

Commanding  Officer,  U.S.  Naval  Aviation  Weapons  Facility,  FPO 
New  York  09515 

Categories  of  individuals  covered  by  the  system: 

All  personnel  stationed  at  NAVAVNWPNSFAC  Machrihanish 
desiring  to  utilize  U.S.  Navy  Exchanges  in  the  United  Kingdom. 

Categories  of  records  in  the  system: 

Record  includes:  Name,  rank/rate,  SSN,  date  of  birth  (if  under  18), 
and  marital  status  of  serviceman;  location,  name,  relationship,  date  of 
birth  (if  under  18)  and  ID  card  number  of  dependents. 

Authority  for  maintenance  of  the  system:  ^ 

5USC301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  prepare  ration  cards  used  in  U.S.  Military  Exchanges  in 
the  U.K.  and  to  maintain  a  record  in  case  of  loss  of  those  cards. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Index  cards  in  Tile  box. 

Retrievability: 

Name 

Safeguards: 

Maintained  in  an  ofTice  that  is  locked  when  unmanned. 

Retention  and  disposal: 

Cards  are  destroyed  by  shredding  or  burning  upon  transfer  of 
serviceman. 

System  managerts)  and  address: 

Commanding  Officer,  U.S.  Naval  Aviation  Weapons  Facility,  FPO 
New  York  09515 

Notification  procedure: 

Records  are  held  only  on  persnnel  currently  stationed  at  NA- 
VAVNWPNSFAC  Machrihanish  who  can  enquire  at  the  Adminis¬ 
trative  Office  concerning  the  records. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
de  erminations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

The  information  is  provided  by  the  serviceman. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N65196  DODCI.Ol 

System  name: 

DODCI  Student  Record  System 

System  location: 

Department  of  Defense  Computer  Institute,  Washington  Navy 
Yard,  Washington,  D.C.  20374. 

Categories  of  individuals  covered  by  the  system: 

All  students  who  have  completed  a  course  of  instruction  presented 
by  the  Department  of  Defense  Computer  Institute:  primarily  DOD 
military  and  civilian  personnel  as  regular  students;  personnel  from 
other  federal,  state  and  local  government  agencies  who  have  attend¬ 
ed  courses  on  a  space  available  basis;  military  and  civilian  personnel 
from  foreign  governments  who  requested  and  were  granted  authority 
to  attend  courses;  and  personnel  from  private  industry  who  are  under 
direct  contract  to  a  DOD  activity  who  sponsor  their  attendance. 

Categories  of  records  in  the  system: 

Alphabetized  card  file  of  students  who  have  attended  DODCI 
courses.  Record  consists  of  name,  military  rank  or  rate,  civilian 
grade,  branch  of  service,  DOD  agency  or  activity  and  title  of  course 
attended.  Also  associated  file  of  consolidated  listing  of  students  for 
each  course  offering  arranged  by  DOD  agency  or  activity  and  name. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  maintained  by  DODCI  Registrar  to  respond  to  individuals 
requesting  official  verification  of  attendance  to  a  specific  course  or 
response  to  students  agency  or  activity  requesting  official  record  of 
training  completed.  Used  to  compile  statistical  data  of  student 
throughput,  e.g.,  attendance  by  course,  attendance  by  branch  of 
service,  composition  of  students  by  rank/rate/grade,  branch  of  serv¬ 
ice,  agency  or  activity.  Statistical  data  is  not  compiled  by  name. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Alphabetic  card  file  and  file  folders  in  file  cabinet. 

Retrievability: 

Name  and  Course  Title. 

Safeguards: 

Maintained  in  Administrative  Office  which  is  locked  after  normal 
working  hours,  accessable  only  to  authorized  office  staff  and  Direc¬ 
tor  or  delegate  on  demand. 

Retention  and  disposal: 


Individual  cards  by  student  name  and  consolidated  listing  of  stu¬ 
dents  are  retained  indefinitely. 

System  manager(s)  and  address: 

Registrar,  DOD  Computer  Institute,  Building  175,  Washington 
Navy  Yard,  Washington,  D.C.  20374. 

Notification  procedure: 

By  individual  request  upon  presentation  of  letter  or  identification. 
Must  provide  course  title  and  year  of  attendance. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Enrollment  and  Registration  Request  for  DOD  Management  Edu¬ 
cation  and  Training  Program  Courses  (DD  form  1556),  and  Course 
Listing  of  Students  reviewed  by  Course  Manager  and  Individual 
Students. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N6S196  DODCI.02 

System  name: 

DODCI  Student/Faculty/Senior  Staff  Biography  System 

System  location: 

Department  of  Defense  Computer  Institute,  Washington  Navy 
Yard,  Washington,  D.C.  20374. 

Categories  of  individuals  covered  by  the  system: 

All  faculty  members,  senior  staff  members,  and  guest  lecturers 
currently  instructing  or  managing  at  the  DODCI.  All  students  who 
are  attending  or  who  have  completed  a  course  of  instructions  pre¬ 
sented  by  the  Department  of  Defense  Computer  Institute:  primarily 
DOD  military  and  civilian  personnel  as  regular  students;  personnel 
from  other  fkleral,  state  and  local  government  agencies  who  have 
attended  courses  on  a  space  available  basis;  military  and  civilian 
personnel  from  foreign  governments  who  requested  and  were  grant¬ 
ed  authority  to  attend  courses;  and  personnel  from  private  industry 
who  are  under  direct  contract  to  a  DOD  activity  who  sponsor  their 
attendance. 

Categories  of  records  in  the  system: 

Biographic  summary  forms  individually  submitted  upon  request  by 
each  DODCI  faculty  member,  senior  staff  member,  guest  lecturer,  or 
student.  Students  record  consists  of  name,  rank  or  rate,  civilian 
grade,  organization  and  division,  office  phone  number,  current  and 
previous  job  titles  and  positions,  number  of  months  with  present  job 
title,  major  duties  of  present  job,  formal  education  completed,  objec¬ 
tives  for  attending  DODCI  course,  computer-related  and  other  tech¬ 
nical  training  and  experience,  information  on  usage  of  computers  in 
present  position,  influence  and  authority  student  has  over  design  of 
computer-based  systems  including  security  and  privacy  aspects 
extent  involved  in  planning  and  design  of  teleprocessing  systems. 
Faculty/senior  staff  record  consists  of  name,  rank  or  rate,  current 
and  previous  job  titles  and  positions,  former  major  duties,  formal 
education  completed,  computer-related  and  other  technical  training 
and  experience. 

Authority  for  maintenance  of  the  system: 

5  use  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  contained  in  the  student  biographical  summaries  is 
restricted  to  internal  use  within  DODCI.  Used  by  Course  Managers 
and  functional  Department  Head  to  evaluate  education  level,  com¬ 
puter  related  work  experience,  and  general  computer  background  of 
DODCI  students.  Establishes  student  qualifications  to  attend  a  re¬ 
quested  course  and  if  course  objectives  have  satisfied  personal  objec¬ 
tives  of  students  for  attending  course.  Statistical  summarization  of 
information  contained  therein  provides  basis  for  modification  and 
revision  to  course  content.  Also  serves  as  vehicle  to  place  student 
into  appropriate  laboratory  and  seminar  group  in  courses  requiring 
such  a  breakout. 

Information  on  faculty/senior  staff  members  contained  in  the  bio¬ 
graphical  summaries  is  provided  to  students  as  an  attachment  to  their 
student  notebooks.’  Records  are  used  to  identify  faculty  and  senior 
staff  members,  areas  of  data  processing  and  information  management 
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expertise  for  consultationpurposes  and  as  an  expertise  peamble  to  the 
next  scheduled  lecturer. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  in  file  cabinet. 

Retrievability: 

By  name  for  faculty/senior  staff  members.  Course  title  and  name 
for  studets. 

Safeguards: 

Maintained  in  scheduling  office  (for  students)  and  in  the  Reproduc¬ 
tion  Shop  (for  faculty/  members)  which  is  locked  after  normal  work¬ 
ing  hours,  access  controlled  by  systems  manager  and  accessable  only 
to  authorized  faculty  members,  Director  of  Administration,  and  Di¬ 
rector  or  delegate  on  demand. 

Retention  and  disposal: 

All  completed  individual  student  biographical  summaries  attending 
a  specific  course  are  retained  in  a  file  folder  marked  by  Course  Title 
and  Course  Date.  Individual  student  biographical  summaries  are  re¬ 
tained  by  course  for  two  fiscal  years  preceeding  the  fiscal  year  in 
progress.  Ail  individual  faculty  and  senior  staff  biographical  summar¬ 
ies  are  retained  in  a  master  file  folder  until  no  longer  providing 
services  to  CXDDCI.  Master  file  is  reviewed  periodically  to  maintain 
currency.  Students  receiving  a  course  notebook  can  retain  the  includ¬ 
ed  biographical  records  as  well  as  the  notebook. 

System  managers)  and  address: 

Scheduling  Officer,  DOD  Computer  Institute,  Building  1 75,  Wash¬ 
ington  Navy  Yard,  Washington,  D.C.  20374. 

Notification  procedure: 

Students  by  individual  request  upon  presentation  of  letter  of  identi¬ 
fication.  Must  provide  course  title  and  year  of  attendance. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Student  Biography  Forms  are  of  DODCI  origin  and  completed  by 
each  individual  student.  Forms  are  completed  either  the  first  day  of 
the  course  or,  in  the  case  of  certain  specific  courses,  are  mailed  to 
the  prospective  student  requesting  return  prior  to  commencement  of 
the  course. 

Biographies  are  authorized  by  each  faculty  and  senior  staff  member 
soon  after  arrival  at  DODCI.  Guest  lecturers  are  requested  to  volun¬ 
tarily  submit  biographies  for  use  in  course  notebmks.  content  is 
never  changed,  but  in  some  cases  selectively  reduced  in  length  so  as 
not  to  exceed  one  page.  Format  and  content  are  generated  solely  by 
DODCI  member  and  are  subjected  only  to  editorial  review. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N65196  DODCI.03 

System  name: 

DODCI  Course  Evaluation  System 

System  location: 

Department  of  Defense  Computer  Institute,  Washington  Navy 
Yard,  Washington,  D.C.  20374. 

Categories  of  individuals  covered  by  the  system: 

All  students  who  have  completed  a  course  of  instruction  presented 
by  the  Department  of  Defense  Computer  Institute:  primarily  DOD 
military  and  civilian  personnel  as  regular  students;  personnel  from 
other  federal,  state  and  local  government  agencies  who  have  attend¬ 
ed  courses  on  a  space  available  basis;  military  and  civilian  personnel 
from  foreign  governments  who  requested  and  were  granted  authority 
to  attend  courses;  and  personnel  from  private  industry  who  are  under 
direct  contract  to  a  DOD  activity  who  sponsor  their  attendance. 

Categories  of  records  in  the  system: 

Individual  student  evaluation  of  entire  course  and  random  sampling 
of  specific  lecture  presentations.  Includes  objectives  for  attending 
course;  statement  concerning  realization  of  personal  objectives,  nu¬ 
merical  or  qualitative  rating  of  overall  course,  lab  sessions  and/or 
specific  lectures;  list  of  strengths  and  weaknesses  of  course;  list  of 
lecture  subjects  of  particular  ^nefit  or  of  little  use  to  student;  list  of 
lecture  subjects  which  should  be  expanded  or  reduced  in  coverage; 


and  list  of  topics  not  covered  in  course  but  should  be  included. 
Comments  concerning  course  content,  sequence,  lecture  presentation, 
teaching  techniques,  audio  visual  aids,  physical  facilities  and  adminis¬ 
trative  support  are  solicited  and  recorded.  Categories  are  posed  as 
questions  with  ample  space  to  encourage  written  response  of  student 
opinion  in  a  structured  but  non-restrictive  format.  These  Course 
Evaluation  Forms  also  contain  hard  core  factual  information,  i.e., 
course  title,  course  dates,  student  name,  rank/rate/grade,  branch  of 
service,  duty  station  or  agency,  and  present  job  title. 

Authority  for  maintenance  of  the  system: 

5  use  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Use  of  the  student  evaluation  forms  and  the  information  contained 
therein  is  restricted  to  internal  use  within  DODCI.  Used  to  evaluate 
course,  lecture,  teaching  techniques  and  individual  instructor  effec¬ 
tiveness.  Provides  basis  for  modification  and  revision  to  course  con¬ 
tent  and  sequence  and  lecture  content.  Provides  input  to  long  range 
plan  for  course  update,  additions  and  revisions.  Copy  is  provided  to 
unit  education  offices  upon  request.  Student  evaluations  of  ail  atten¬ 
dees  to  a  particular  course  are  reviewed  as  a  composite  group  by* 
DODCI  faculty  members  to  determine  problem  areas,  trends,  and 
provides  a  continuous  evaluation  of  course  effectiveness. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders  in  file  cabinet. 

Retrievability: 

Course  Title  and  Student  Name. 

Safeguards: 

Maintained  in  Scheduling  Office  which  is  locked  after  normal 
working  hours,  access  controlled  by  Systems  Manager  and  accessible 
only  to  authorized  faculty  members.  Director  of  Administration,  and 
Director  or  delegate  on  demand. 

Retention  and  disposal: 

All  completed  individual  evaluations  of  students  attending  a  specif¬ 
ic  course  are  retained  in  a  file  folder  marked  by  Course  Title  and 
Course  Date.  Individual  student  evaluation  forms  are  retained  by 
course  for  two  fiscal  years  preceeding  the  fiscal  year  in  progress. 

System  manager(s)  and  address: 

Scheduling  Officer,  DOD  Computer  Institute,  Building  175,  Wash¬ 
ington  Navy  Yard,  Washington,  D.C.  20374. 

Notification  procedure: 

By  individual  request  upon  presentation  of  letter  or  identification. 
Must  provide  course  title  and  year  of  attendance. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Student  Course  Evaluation  Forms  are  of  DODCI  origin  and  dis¬ 
tributed  in  class  and  completed  by  each  individual  student. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N65196  DODCI.04 

System  name: 

DODCI  Lecture-Instructor  Inventory  System. 

System  location: 

Department  of  Defense  Computer  Institute,  Building  175,  Wash¬ 
ington  Navy  Yard,  Washington,  D.C.  20374. 

Categories  of  individuals  covered  by  the  system: 

Current  DODCI  instructors. 

Categories  of  records  in  the  system: 

Two  disk  files  comprise  the  system  of  records.  First  master  file 
contains  instructor’s  name,  functional  group  assignment  code,  pro¬ 
jected  date  of  departure;  list  of  lectures  instructor  gives.  Second 
master  file  contains  lecture  I.D.,  title,  lecture  primary,  instructors 
giving  the  lecture. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301 
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Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Provides  the  ability  for  functional  managers  to  generate  a  list  of 
instructors  along  with  the  associated  lectures  in  which  they  are 
proficient  or  to  specify  a  lecture  title  and  determine  which  instruc¬ 
tors  are  capable  of  presentation.  This  provides  assistance  in  assigning 
instructors  to  course  schedules,  teams  for  on-site  course  presenta- 
ti  ms,  determining  lectures  which  are  critical  in  flexibility  of  assign¬ 
ment,  planning  instructor  assignments  in  the  order  of  lecture  priority. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Maintained  on  magnetic  disks  in  a  computer  data  base. 

Retrievability: 

Instructor's  last  name,  lecture  ID  number,  or  functional  group 
code. 

Safeguards: 

This  system  of  records  is  maintained  on  magnetic  disks  in  the 
computer  operations  center  which  is  kept  locked.  Only  the  manager 
and  assistant  manager  of  the  Computer  Support  office  have  access  to 
the  center  during  normal  working  hours  and  the  security  watch  has 
access  after  hours.  The  mode  of  access  to  the  computer-based  system 
is  via  remote  terminal  and  special  passwords  are  required.  Appropri¬ 
ate  data  base  language  commands  (available  only  to  authorized 
DODCI  staff  members)  must  be  invoked  to  gain  access  to  informa¬ 
tion  in  the  system.  Portions  of  the  system  can  only  be  accessed  by 
functional  managers  via  controlled  key  work  commands.  An  ac¬ 
counting  log  is  maintained  of  all  accesses  to  the  system  which  con¬ 
tains  identification  of  the  user,  log-on  and  off,  station  number,  and 
date/time  of  last  access. 

Retention  and  disposal: 

The  system  data  base  is  retained  indefinitely.  Revisions  are  in 
continuous  process,  e.g.,  instructors’  names  being  added  upon  arrival 
and  deleted  on  departure,  lecture  titles  added  or  deleted  as  they  are 
developed  or  discontinued,  lecture  presentation  capability  expanded 
or  deleted  as  appropriate. 

System  managerts)  and  address: 

Manager,  Computer  Support  Office,  DOD  Computer  Institute, 
Building  175,  Washington,  D.C.  20374. 

Notification  procedure: 

DODCI  faculty  members  are  informed  of  existence  and  purpose  of 
system.  Individual  instructors  can  request  printout  of  information  in 
system  which  pertains  to  them. 

Record  access  procedures: 

The  Institutes  rules  for  access  to  records  may  be  obtained  from  the 
Systems  Manager. 

Contesting  record  procedures: 

The  Institute's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  can  be  obtained  from  the 
Systems  Manager. 

Record  source  categories: 

DODCI  functional  managers  maintain  system  and  periodically 
revise  data  base  by  entering  new  data  and  deleting  discontinued 
information.  Additionally,  the  Systems  Manager  can  enter  informa¬ 
tion  affecting  printout  format  and  contents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N65872SA14102 

System  name: 

Project  Analysis  and  Control  System  (PAC) 

System  location: 

Naval  Material  Command  Support  Activity,  Data  Processing 
Group,  Washington,  D.  C.  20360 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  in  the  activity  who  work  in  the  Computer 
Systems  Analyst,  Computer  Specialist,  Computer  Programmer,  and 
Computer  Technician  career  Fields. 

Categories  of  records  in  the  system: 

System  comprises  information  required  to  provide  status  of 
NMCSA-DPG  development  projects  and  analysis  to  determine  capa¬ 
bility  to  meet  target  dates.  Provides  inventory  of  NMCSA,  DPG 
Analysts,  Programmers  and  Branch  and  Division  workload  status. 

Authority  for  maintenance  of  the  system: 

Title  5,  U.S.C.,  section  301 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Automatic  Data  Processing  Development  Workload  Resources 
Planning  and  Control. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tape  and  magnejic 
discs.  Input  transcripts  are  filed  for  30  days  and  destroyed. 

Retrievability: 

Automated  records  are  entered,  retrived  and  analyzed  by  Social 
Security  Number.  Manual  Records  are  filed  for  30  days  and  then 
destroyed. 

Safeguards: 

The  computer  facility  is  a  secure  area  and  only  authorized  person¬ 
nel  are  allowed  entry.  Input  records  are  filed  in  same  area. 

Retention  and  disposal: 

This  is  a  management  system  used  for  planning  and  controlling 
development  resources.  History  file  is  maintained  as  long  as  desired. 
Active  file  is  purged  and  updated  weekly. 

System  managerfs)  and  address: 

Data  Processing  Group  Deputy  Director  for  Systems,  Naval  Mate¬ 
rial  Command  Support  Activity,  Department  of  the  Navy,  Washing¬ 
ton,  D  C.  20360 

Notification  procedure: 

Records  in  this  system  are  all  employees  of  the  Data  Processing 
Group  Director.  These  employees  are  aware  of  the  records  in  this 
system. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Resources  Control  Branch,  individual  input. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N65872SA53105 

System  name: 

VGA  Personnel  and  Manpower  Information  System  (PERMIS). 

System  location: 

Central  Computer  Facility  -  Naval  Material  Command  Support 
Activity,  Department  of  the  Navy,  Washington,  D  C.  20360;  Pro¬ 
gram  Director  -  Civilian  Personnel  Group,  Code  SA-53B;  ADP  - 
Data  Processing  Group,  Code  SA-14. 

Input-Ooutput  Terminals  -  Naval  Material  Command,  Washington, 
D.C.  20360;  Naval  Material  Command  Support  Activity,  Washing¬ 
ton,  D.C.  20360;  Naval  Air  Systems  Command,  Washington,  D.C. 
20360;  Naval  Sea  Systems  Command,  Wa.shington,  D.C.  20360; 
Naval  Facilities  Engineering  Command,  Arlington,  Va.  22332;  Naval 
Supply  Systems  Command,  Washington,  D.C.  20376;  Naval  Elec¬ 
tronics  Systems  Command,  Washington,  D.C.  20360;  Naval  Ship. 
Engineering  Center,  Hyattsville,  MD  20782. 

Categories  of  individuals  covered  by  the  system: 

All  civilian  employees  of  the  activity  or  activities  provided  person¬ 
nel  service  by  the  Civilian  Personnel  Office  of  a  Naval  Activity  with 
a  PERMIS  terminal; 

All  military  personnel  on  active  duty  stationed  at  or  assigned  to  an 
activity  provided  personnel  service  by  the  Civilian  Personnel  Office 
of  a  Naval  Activity  with  a  PERMIS  terminal. 

Categories  of  records  in  the  system: 

Individual  military  assignment-related  automated  records  contain¬ 
ing  that  data  which  is  also  used  to  produce  the  Officer  Distribution 
Control  Report  (ODCR); 

Individual  civilian  employee  automated  records,  including  personal 
job-related,  military  status,  education,  training,  and  relat^  data; 
Computer  outputs  displaying  information  from  PERMIS  automated 
records;  Microfiche  of  computer  outputs  displaying  information  from 
PERMIS  automated  records. 

Punched  cards  containing  PERMIS  data;  Optical  scanning  sheets 
containing  leave  data. 

Authority  for  maintenance  of  the  system: 
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Title  S,  U.S.C.,  section  302,  'Delegation  of  authority  to  subordinate 
officials  of  head  of  agency  for  employment,  direction,  and  general 
administration  of  personnel’; 

Title  5,  U.S.C.,  section  301,  (records  and  reports-custody,  use  and 
preservation); 

Executive  Order  9397,  ’Numbering  System  for  Federal  Accounts 
Relating  to  Individual  Persons’; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  the  purposes  of  increased  effectiveness  and  efficiency  by  auto¬ 
mating  certain  processes  within  the  operating  civilian  personnel  of¬ 
fices  and  providing  management  information;  Officials  and  employees 
of  activities  serviced  by  the  Civilian  Personnel  Office  in  the  perform¬ 
ance  of  their  official  duties  related  to  management  and  administration 
of  civilian  personnel  programs;  the  providing  of  staff  support  in  the 
area  of  management,  manpower,  budget,  administrative  services,  mili¬ 
tary  manpower.  Equal  Employment  Opportunity,  and  any  other  staff 
and  line  operations  requiring;  the  management  of  civilian  personnel; 
the  design,  development,  maintenance,  and  operation  of  the  (manual 
and)  automated  system  of  records;  and  administration  of  grievances, 
appeals,  and  litigation  involving  the  disclosure  of  records  of  the 
PeRMIS  system.  Officials  and  employees  of  other  Naval  activities  in 
their  request  for  pre-employment  data,  or  in  the  processes  involved 
in  the  transfer  of  an  employee  from  a  PERMIS-covered  activity  to 
one  of  those  other  activities;  their  performance  of  studies  and  tasks 
relative  to  leave  held  or  taken  by  civilian  employees;  and  their  usage 
of  data  to  manage  Navy  civilian  manpower  programs,  and  to  provide 
civilian  manpower  re|x>rts  and  statistical  data  to  the  United  States 
Civil  Service  Commission,  Office  of  Management  and  Budget,  etc. 

Officials  and  employees  of  any  component  of  the  Department  of 
Defense-Performance  of  their  official  duties. 

Representatives  of  the  Civil  Service  Commission  -  Matters  relating 
to  the  inspection,  survey,  audit  or  evaluation  of  Navy  civilian  person¬ 
nel  management  programs,  or  pesonnel  actions,  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  The  Comptroller  General 
or  any  of  his  authorized  representatives  •  Performance  of  duties  of 
the  General  Accounting  Office  relating  to  the  Navy’s  civilian  man¬ 
power  management  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  -  Litigation,  law  enforcement,  or  other  matters  under  the 
direct  jurisdiction  of  the  Department  of  Justice,  or  carried  out  as  the 
legal  representative  of  the  Executive  Branch  agencies.  Officials  and 
employees  of  other  departments  and  agencies  of  the  Executive 
branch  of  government  -  upon  request,  in  the  performance  of  their 
official  duties. 

Hearing  Examiner  or  Arbitrator  (duly  appointed  employee  of  an¬ 
other  federal  agency)  -  conduct  a  hearing  in  connection  with  an 
employee’s  appeal  involving  disclosure  of  records  of  the  PERMIS 
system. 

Arbitrator  given  a  contract  pursuant  to  a  negotiated  labor  agree¬ 
ment  -  hear  an  employee’s  grievance  involving  disclosure  of  the 
records  of  the  PERMIS  system. 

Senate  or  House  of  Representatives  of  the  U.S.  or  any  committee 
or  sub-committee  thereof,  any  joint  committee  of  congress  or  sub¬ 
committee  of  joint  connittee  -  matters  within  their  jurisdiction  requir¬ 
ing  disclosure  of  files  or  records  of  the  PERMIS  system. 

Law  enforcement  or  investigatory  authorities  -  investigation  and 
possible  criminal  prosecution,  civil  court  action  or  regulatory  order. 
-  Marine  Corps  -  produce  microfiche  from  documents. 

Department  of  the  Army  -  optical  scanning  of  documents  and 
recording  of  data  on  magnetic  tape. 

DESCOMP  INC  (a  contractor)  and  its  employees  -  punch  cards 
and  key-to-disc  recording  of  data  from  documents. 

Chesapeake  and  Potomac  Telephone  Co  (a  contractor)  and  its 
employees  -  Telecommunication  transmission  of  data  between  the 
central  computer  facility  and  the  remote  terminals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  magnetic  discs;  computer  magnetic  tapes;  computer 
magnetic  cards;  punched  cards;  computer  paper  printouts;  micro¬ 
fiche;  optical  scanning  sheets. 

Retrievability: 

Automated  records  are  accessed  and  retrieved  by  social  security 
account  number,  position  number,  military  billet  number,  or  by  a 
combination  of  characteristics  such  as  occupation  code,  grade,  year 
of  birth,  and  level  of  education. 

Computerized  indices  are  required  to  retrieve  individual  records 
from  the  automated  system; 

Microfiche  are  filed  alphabetically  by  last  name  of  employee;  com¬ 
puter  paper  printouts  are  filed  at  random.  Information  can  be  re¬ 


trieved  from  them  by  name,  social  security  account  number,  or 
organization  code. 

Punched  cards  and  optical  scanning  sheets  are  accessible  by  social 
security  account  number  and  name. 

Safeguards: 

The  computer  facility  is  located  in  a  restricted  area  accessible  only 
to  authorized  persons  that  are  properly  screened,  cleared  and  trained. 

Computer  fail-safe  systems  software  is  employed  to  insure  that 
only  authorized  personnel  are  able  to  obtain  data  via  the  terminals. 

Computer  printouts,  microfiche,  punched  cards,  and  optical  scan¬ 
ning  sheets  are  available  only  to  authorized  personnel  having  a  need 
to  know. 

Retention  and  disposal; 

The  records  on  punched  paper  cards,  magnetic  cards,  and  magnet¬ 
ic  tapes  are  transferred  to  the  magnetic  discs,  where  they  are  main¬ 
tained  permanently; 

The  microfiche  will  be  maintained  as  long  as  they  provide  useful 
information  and  will  then  be  destroyed  by  mechanical  or  related 
means; 

The  computer  paper  printout  and  paper  card  output  are  maintained 
for  relatively  short  penods  of  time,  generally  ranging  from  one  day 
to  three  months,  and  are  then  recycled. 

System  manager(s)  and  address: 

Commanding  Officer,  Naval  Material  Command  Support  Activity. 
Department  of  the  Navy,  Washington,  D.C.  20360;  and  Civilian 
Personnel  Offices. 

Notification  procedure: 

Request  from  individuals  should  be  addressed  to  the  above  system 
manager  (SYSMANAGER);  written  request  for  information  should 
contain  the  full  name,  address,  and  signature  of  the  individual;  the 
individual  requester  may  visit  the  civilian  personnel  office  of  one  of 
the  activities  listed  under  LOCATION.  The  street  address  for  the 
Naval  Material  Command  Support  Activity  is  4040  N.  Fairfax  Drive, 
Arlington,  Virginia  (note  that  this  is  an  address  for  personal  visits 
only;  it  is  not  acceptable  as  a  mailing  address);  for  personal  visits,  the 
individual  must  present  as  proof  of  identity  his  or  her  Department  of 
Defense  or  Navy  building  pass  or  identification  badge,  or  driver’s 
license  or  other  type  of  identification  bearing  a  picture  or  signature, 
or  other  data  sufficient  to  insure  that  the  individual  is  the  subject  of 
the  inquiry. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contestng  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Navy  Civilian  Personnel  Offices;  automated  system  interface 
(Navy  military  personnel);  Navy  manpower  offices.  Navy  military 
personnel  offices;  supervisors,  schools,  and  colleges. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N66001  TECHAUTHIND 

System  name: 

Technical  Paper/Author  Cross  Index  System 

System  location: 

Commander,  Naval  Undersea  Center,  San  Diego,  California  92132 

Categories  of  individuals  covered  by  the  system: 

NUC  personnel,  past  and  present,  who  have  authored  unclassified 
technical  papers. 

Categories  of  records  in  the  system: 

Author’s  name,  title  of  paper  and  administrative  control  number 
for  the  paper. 

Authority  for  maintenance  of  the  system: 

5  use  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  quickly  locate  a  technical  paper  for  a  requestor  if  author  is 
known  and  title  is  unknown.  Requestors  include  Center  technical  and 
management  personnel,  and  Center’s  technical  writing/editing  group. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Index  card  file 
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Retrievability: 

Name 

Safeguards: 

Considered  as  normally  accessible  office  record. 

Retention  and  disposal: 

Permanent 

System  managers)  and  address: 

Public  Affairs  Officer,  Naval  Undersea  Center,  San  Diego,  Califor¬ 
nia  92132 

Notification  procedure: 

Individuals  may  visit  or  call  office  or  system  manager,  identify 
themselves  by  giving  their  name,  and  obtain  information  concerning 
their  records. 

Record  access  procedures: 

The  agency's  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Information  obtained  from  technical  papers  when  submitted  to  this 
office  for  public  release. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N66123  PRIVATE  RELIEF 

System  name: 

Private  Relief  Legislation 
System  location: 

Office  of  Legislative  Affairs 

Department  of  the  Navy 

Pentagon,  Room  5C831 

Washington,  D.C.  20350 

Categories  of  individuals  covered  by  the  system: 

Individuals  concerning  whom  private  legislation  is  introduced  in 
the  U.S.  Congress. 

Categories  of  records  in  the  system: 

Letters  to  Congressional  Committees,  expressing  the  views  of  the 
department  concerning  the  legislation  and  records  necessary  to  pre¬ 
pare  the  letters. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301,  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

File  maintained  to  prepare  for  Congress  the  position  of  the  depart¬ 
ment  concerning  the  legislation.  Routine  disclosures  are  made  to 
Congress;  interested  Navy,  Marine  Corps  and  DOD  Components; 
OMB;  and  other  interested  executive  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders 
Retrievability: 

Name 

Safeguards: 

Access  generally  limited  to  personnel  of  the  Office  of  Legislative 
Affairs.  Stored  in  a  locked  office. 

Retention  and  disposal: 

Retained  for  at  least  6  years  or  as  long  as  the  legislation  is  active  if 
more  than  6  years  and  then  moved  to  Federal  Records  Center,  GSA 
Accession  Section,  Washington,  D.C.  20409 
System  managers)  and  address: 

Chief  of  Legislative  Affairs 
Department  of  the  Navy 
Pentagon,  Room  5C831 
Washington,  D.C.  20350 
Notification  procedure: 

System  Manager;  Full  name,  term  and  session  of  Congress  when 
bill  introduced,  bill  number,  sponsor  of  bill  (if  available);  Office  of 
Legislative  Affairs,  Department  of  the  Navy,  Pentagon,  Washington, 
D.C.  Driver's  license  or  similar  substitute. 

Record  access  procedures: 


The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Member  of  Congress;  individual  about  whom  file  is  maintained  and 
individuals  from  whom  he  solicits  information;  other  Navy,  Marine 
Corps,  and  DOD  components;  OMB;  and  other  interested  exKUtive 
agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N66715.1RLPS 

System  name: 

NAME/LEAD  Processing  System 

System  location:  ' 

Primary  System,  Navy  Recruiting  Command,  4015  Wilson  Boule¬ 
vard,  Arlington,  Virginia  22203 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  have  responded  to  Navy  advertising,  requested 
their  names  not  be  used  in  future  Navy  advertising,  students  through¬ 
out  the  country  who  may  be  qualified  for  enlistment,  first-term  enlist¬ 
ees  on  active  duty  in  the  U.  S.  Navy,  veterans,  enlisted  discharged 
personnel. 

Categories  of  records  in  the  system: 

Automated  and  non-automated  form  containing  personal  records 
and  correspondence  on  both  education,  service,  and  Navy  program 
information  on  potential  Navy  applicants. 

Authority  for  maintenance  of  the  system: 

10  use  5531;  Section  133,  503,  504,  508,  510;  5  USC  Sections  301, 
302;  44  USC  Sections  3101,  3702 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Navy  recruiting  officials  and  employees  in  the  performance  of 
their  official  duties  in  managing  the  recruitment  of  men  and  women 
for  officer  and  enlisted  programs  in  the  regular  and  reserve  compo¬ 
nents  of  the  Navy. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  performance  of  the  duties  of  the 
general  accounting  office. 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties. 

Civilian  contractors  and  their  employees  who  manage  automated 
and 

Officials  and  employees  of  the  Department  of  Transportation  in 
the  performance  of  their  official  duties,  manual  categories  of  records 
in  accordance  with  an  approved,  official  contract  with  the  U.  S. 
Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  maintained  on  disks,  magnetic  tape  or  on 
punched  cards  in  a  limited  access  area. 

Computer  print  outs  are  stored  in  locked  filing  cabinets  or  file 
folders 

Retrievability: 

Information  can  be  accessed  by  name,  program  and  social  security 
account  number. 

Safeguards: 

Lists  and  files  are  handled  with  maximum  security  during  process¬ 
ing  and  storage,  and  are  accessible  to  routine  users  only  and  then 
only  through  a  selected  group  of  individuals  charged  with  security  of 
the  lists.  Files  are  stored  in  a  limited  access  area  and  coded  so  that 
only  several  persons  have  both  knowledge  of  the  code  and  access  to 
the  files. 

Retention  and  disposal: 

A  record  is  maintained  of  all  outgoing  automated  responses,  and 
disposed  of  in  accordance  with  Departmental  Regulations. 

Compiled  lists  and  commercial  purchased  lists  are  maintained  for 
certain  period  of  time  depending  on  the  usefulness  and  currentness  of 
the  information,  and  disposed  of  in  accordance  with  Departmental 
Regulations. 

System  managerfs)  and  address: 
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Director,  Recruiting  Adverstising  Department,  Navy  Recruiting 
Command,  4015  Wilson  Boulevard,  Arlington,  Virginia  22203 

Notiflcation  procedure: 

Requests  should  be  addressed  to:  Director,  Recruiting  Advertising 
Department,  Navy  Recruiting  Command,  4015  Wildon  Boulevard, 
Arlington,  Virginia  22203. 

Requester  is  required  to  provide  a  full  name,  address,  and  signa¬ 
ture. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories: 

Parents,  influentials,  friends  and  associates  of  the  subject  of  the 
records  and  officials  and  employees  of  the  Department  of  the  Navy, 
Department  of  Defense,  and  the  Veterans  Administration  in  the  per¬ 
formance  of  their  official  duties  and  as  specified  by  current  Instruc¬ 
tions  and  regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N66715.20SAS 

System  name: 

Officer  Selection  and  Appointment  System 

System  location: 

Primary  System  -  Navy  Recruiting  Command,  4015  Wilson  Boule¬ 
vard,  Arlington,  Virginia  22203  Decentralized  segments  -  Headquar¬ 
ters,  Navy  Recruiting  Activities  and  subsidiary  offices;  Armed 
Forces  Entrance  and  examining  Centers;  Bureau  of  Naval  Personnel; 
Bureau  of  Medicine  and  Surgery;  National  Personnel  Records  Cen¬ 
ters;  Naval  Reserve  Units;  Naval  Education  and  Training  Activities; 
NROTC  Units;  Naval  Sea  Systems  Command  Headquarters;  Naval 
Intelligence  Command  and  subsidiary  activities;  Department  of  De¬ 
fense  Medical  Examination  Review  Board. 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  have  made  application  for  direct  appointment  to 
commissioned  grade  in  the  Reguair  Navy  or  Naval  Reserve,  applied 
for  officer  candidate  program  leading  to  commissioned  status  in  the 
U  S.  Naval  Reserve,  applied  for  a  Navy/Marine  Corps  sponsored 
NROTC  scholarship  program  or  preparatory  school  program,  ap¬ 
plied  for  interservice  transfer  to  Regular  Navy  or  Naval  Reserve. 

Categories  of  records  in  the  system: 

Records  and  correspondence  in  both  automated  and  non-automat- 
ed  form  concerning  any  applicant’s  personal  history,  education,  pro¬ 
fessional  qualifications,  physical  qualifications,  mental  aptitude,  char¬ 
acter  and  interview  appraisals.  National  Agency  Checks  and  certifi¬ 
cations  of  background  investigations. 

Authority  for  maintenance  of  the  system: 

Title  10,  United  States  Code,  Sections  governing  authority  to  ap¬ 
point  officers.  10  USC  Sections  591,  600,  716,  2107,  2122,  5579,  5600. 
Merchant  Marine  Act  of  1939  (as  amended);  Executive  Orders  9397, 
10450,  11652;  5  USC  301  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
peiformance  of  their  duties  in  managing  and  contributing  to  the 
recruitment  of  qualified  men  and  women  for  officer  programs  in  the 
regular  and  reserve  components  of  the  Navy. 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
the  performance  of  their  official  duties. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management  of  quality 
military  recruitment. 

1  he  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  fraudulent  enlistment  or  other 
matters  under  the  jurisdiction  of  such  agencies.  Officials  and  employ¬ 
ees  of  other  Departments  and  agencies  of  the  Executive  Branch  of 
government,  upon  request,  in  the  performance  of  their  official  duties 
related  to  the  management  of  quality  military  recruitment. 

Officials  and  employees  of  the  Veterans  Administration  and  Selec-^ 
tive  Service  Administration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistmeni  eligibility  and  related  benefits. 


The  Senate  or  the  House  of  Representatives  of  the  United  States 
c*"  any  committee  or  subcommittee  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  personnel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tape;  paper  records  are 
stored  in  file  folders. 

Retrievability: 

Name  and  social  security  number  applicant 

Safeguards: 

Records  kept  in  file  cabinets  and  offices  locked  after  working 
hours.  Based  on  requirements  of  user  activity,  some  buildings  have 
24-hour  security  guards. 

Retention  and  disposal: 

Application  records  maintained  six  .months;  after  six  months,  sum¬ 
mary  sheets  maintained  for  5  years  at  National  Record  Storage 
Center.  NROTC  application  records  kept  for  current  year  only. 
Correspondence  files  maintained  for  two  years. 

System  managerfs)  and  address: 

Commander,  Navy  Recruiting  Command,  4015  Wilson  Boulevard, 
Arlington,  Virginia  22203 

Notification  procedure: 

Requests  by  correspondence  should  be  addressed  to:  Commander 
Naval  Recruiting  Command  (Attn:  Privacy  Act  Coordinator),  4015 
Wilson  Boulevard,  Arlington,  Va.  22203;  or.  Chief  of  Naval  Reserve 
(Code  11 1C),  New  Orleans,  Louisiana,  70146,  or,  to  applicable  Naval 
Recruiting  District  as  listed  under  U.S.  Government  in  white  pages 
of  telephone  book.  Letter  should  contain  full  name,  address,  social 
security  account  number  and  signature. 

The  individual  may  visit  Commander,  Navy  Recruiting  Command, 
4015  Wilson  Boulevard,  Arlington,  Va.  22203.  Proof  of  identification 
will  consist  of  picture-bearing  or  other  official  identification. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Navy  Recruiting  personnel  and  employees  processing  application; 
Medical  personnel  conducting  physicaLexamination  and  private  phy¬ 
sicians  providing  consultations  or  patient  history;  character  and  em¬ 
ployer  references  named  by  applicants;  educational  institutions,  staff 
and  faculty  members;  Selective  Service  Commission  local  state,  and 
Federal  law  enforcement  agencies;  prior  to  current  military  service 
record;  members  of  Congress;  Commanding  Officer  of  Naval  Unit,  if 
active  duty;  Department  of  Navy  offices  charged  with  personnel 
security  clearance  functions.  Other  officials  and  employees  of  the 
Department  of  the  Navy,  Department  of  Defense,  and  components 
thereof,  in  the  performance  of  their  official  duties  and  as  specified  by 
current  instructions  and  regulations  promulgated  by  competent  au¬ 
thority. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (k)(l), 
(5),  (6)  and  (7),  as  applicable.  For  additional  information,  contact  the 
System  Manager. 

N66715.3RESS 

System  name: 

Recruiting  Enlisted  Selection  System 

System  location: 

Primary  System  -  Commander  Navy  Recruiting  Command  Decen¬ 
tralized  Segments  -  Navy  Recruiting  Area  Commanders,  Navy  Re¬ 
cruiting  District  Headquarters,  Navy  Recruiting  ’A’  Stations,  Navy 
Recruiting  Branch  Stations,  AFEES. 

Categories  of  individuals  covered  by  the  system: 

Records  and  corespondence  pertaining  to  prospective  applicants, 
applicants  for  regular  and  reserve  enlisted  programs,  and  any  other 
individuals  who  have  initiated  eorrespondence  pertaining  to  enlist¬ 
ment  in  the  United  States  Navy. 
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Categories  of  records  in  the  system: 

Records  and  correspondence  in  both  automated  and  non-automat- 
ed  form  concerning  personal  history,  education,  professional  qualifl- 
cations,  mental  aptitude,  physical  qualifications,  character  and  inter¬ 
view  appraisals.  National  Agency  Checks  and  certifications,  service 
performance  and  congressional  or  special  interests. 

Authority  for  maintenance  of  the  system: 

10  use  Sections  133,  275,  503,  504,  508,  510,  672,  1071  -  1087, 
1168,  1169,  1475  -  1480,  1553,  5031;  5  USC  301  Departmental  Regu¬ 
lations. 

,  Routine  uses  of  records  maintained  in  the  system,  including'  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  a,nd  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  duties  in  managing  and  contributing  to  the 
recruitmeitt  of  qualified  men  and  women  for  enlistment  in  the  regular 
and  reserve  components  of  the  Navy.  The  Comptroller  General  or 
any  of  his  authorized  representatives,  upon  request,  in  the  course  of 
the  performance  of  duties  of  the  General  Accounting  Office  relating 
to  the  management  of  quality  military  recruitment. 

Officials  and  employees  of  the  Department  of  Defense  in  the  per¬ 
formance  of  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
carrying  out  their  official  duties. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  fraudulent  enlistment  or  other 
matters  under  the  jurisdiction  of  such  agencies.  Officials  and  employ¬ 
ees  of  other  Departments  and  agencies  of  the  Executive  Branch  of 
government,  upon  request,  in  the  performance  of  their  official  duties 
related  to  the  management  of  quality  military  recruitment. 

Officials  and  employees  of  the  Veterans  Administration  and  Selec¬ 
tive  Service  Administration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistment  eligibility  and  related  benefits. 

The  senate  or  the  House  of  Representatives  of  the  United  States  or 
any  committee  or  subcommittee  on  matters  within  their  jurisdiction 
requiring  disclosure  of  files  or  records  of  personnel  covered  by  this 
system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
U.S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tape;  paper  records  are 
stored  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  subject 

Safeguards: 

Records  are  accesible  only  to  authorized  Navy  recruiting  person¬ 
nel  within  and  are  handled  with  security  procedures  appropriate  for 
documents  classified  ’For  Offical  Use  Only’ 

Retention  and  disposal: 

Records  are  normally  maintained  for  two  years  and  then  de¬ 
stroyed. 

System  manageris)  and  address: 

Commander,  Navy  Recruiting  Command,  4015  Wilson  Boulevard, 
Arlington,  Virginia  22203 

Notification  procedure: 

Requests  by  correspondence  shoUld  be  addressed  to:  Commander 
Naval  Recruiting  Command  (Attn:  Privacy  Act  Coordinator),  4015 
^^’ilson  Boulevard,  Arlington,  VA  22203;  or.  Chief  of  Naval  Reserve 
(Code  11 1C),  New  Orleans,  Louisiana,  70146,  or,  to  applicable  Naval 
Recruiting  District  as  listed  under  U.S.  Government  in  white  pages 
of  telephone  book.  Letter  should  contain  full  name,  address,  scK:ial 
security  account  number  and  signature. 

The  individual  may  visit  Commander,  Navy  Recruiting  Command, 
4015  Wilson  Boulevard,  Arlington,  VA  22203.  Proof  of  identification 
w  ill  consist  of  picture-bearing  or  other  official  identification. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  a.nd  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Navy  Recruiting  personnel  and  Administrative  Staff;  Medical  Per¬ 
sonnel  conducting  physical  examinations  and/or  Private  Physicians 


providing  consultations  or  patient  history;  Character  and  Employer 
references;  Educational  institutions.  Staff  and  Faculty  members;  Se¬ 
lective  Service  Commission;  Local,  State,  and  Federal  Law  enforce¬ 
ment  agencies;  prior  or  current  military  service  records;  Members  of 
Congress. 

Other  officials  and  employees  of  the  Department  of  the  Navy,- 
Department  of  Defense  and  components  thereof,  in  the  performance 
of  their  official  duties  and  as  specified  by  current  instructions  and 
regulations  promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager 

N66715.4RATS 

System  name: 

Navy  Recruiting  Command  Attrition  Tracking  System 

System  location: 

Primary  System  -  Recruiting  Data  Systems.Commander,  Navy  Re¬ 
cruiting  Command,  4015  Wilson  Boulevard.  Arlington,  Virginia 
22203 

Categories  of  individuals  covered  by  the  system: 

Navy  Enlisted  Personnel  who  attrite  during  Ba.sic  Recruit  Training 

Categories  of  records  in  the  system: 

File  consists  of  records  and  correspondence  pertaining  to  individ¬ 
uals  discharged  at  Navy  Recruit  Training  Centers.  Records  include 
persivnal  and  service  information,  education,  physical  and  mental 
qualifications  and  circumstances  surrounding  discharge. 

Authority  for  maintenance  of  the  system: 

10  USC  Sections  133,  275,  503,  504,  508.'  510,  5031;  5  USC  301 
Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  duties  in  managing  and  contributing  to  the 
components  of  the  Navy. 

Officials  and  employees  of  the  Department  of  Defense  in  carrying 
out  their  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
carrying  out  their  official  duties,  carrying  out  their  official  duties. 

The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management  of  quality 
military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  fraudulent  enlistment  or  other 
matters  under  the  jurisdiction  of  such  agencies.  Officials  and  epiploy- 
ees  of  other  Departments  and  agencies  of  the  E.\ecutive  Branch  of 
government,  upon  request,  in  the  performance  of  their  official  duties 
related  to  the  management  of  quality  military  recruitment. 

Officials  and  employees  of  the  Veterans  Administration  and  Selec¬ 
tive  Service  Administration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistment  eligibility  and  related  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  on  matters  w'ithin  their  jurisdic¬ 
tion  requiring  disclosure  of  files  or  records  of  personnel  covered  by 
this  system. 

Such  civilian  contractors  and  their  employees  as  are  or  may  be 
operating  in  accordance  with  an  approved  official  contract  with  the 
ll  S.  Government. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  Records  stored  in  file  cabinets  in  a  secure  government 
buildii\g.  Automated  records  are  maintained  on  magnetic  tape. 

Retrievability: 

Info  can  be  retrieved  by  Social  Security  Account  Number,  Navy 
Recruiting  Area  or  District  Recruit  Training  Center,  Age,  Educa¬ 
tion,  Discharge  Reason  or  Date  of  Discharge. 

Safeguards: 

Only  authorized  routine  users  are  permitted  access  to  the  records. 
The  Headquarters  building  in  which  the  records  are  located  has  a  24- 
hour  guard  which  prevents  unauthorized  access  to  the  building. 

Retention  and  disposal: 

Records  are  maintained  at  Headquarters.  Navy  Recruiting  Com¬ 
mand  for  five  years,  and  then  destroyed.  Records  at  Area  and  Dis¬ 
trict  Headquarters  are  retained  for  one  year  before  being  destroyed. 
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System  manager(s)  and  address; 

Director,  Recruiting  Data  Systems,  Navy  Recruiting  Command, 
4015  Wilson  Boulevard,  Arlington,  Virginia  22203  Telephone;  202- 
692-4089 

Written  requests  for  information  should  contain  the  full  name, 
social  Security  account  number  and  location  where  individual  was 
recruited,  and  signature. 

Notification  procedure: 

Apply  to  System  Manager. 

Record  access  procedures: 

The  Agency's  for  access  to  records  may  be  obtained  from  System 
Manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager,  i 

Record  source  categories: 

Discharge  Sections  at  Navy  Recruit  Training  Commands  Other 
officials  and  employees  of  the  Department  of  the  Navy,  Department 
of  Defense  and  components  thereof,  in  the  performance  of  their 
official  duties  and  as  specified  by  current  instructions  and  regulations 
promulgated  by  competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N66715.5RCSS 

System  name: 

Navy  Recruiting  Support  System 

System  location: 

Headquarters,  Navy  Recruiting  Command,  4015  Wilson  Boule¬ 
vard,  Aarlington,  Virginia  22203 

Decentralized  Segments-Navy  Recruiting  Areas;  Navy  Recruiting 
Districts;  Navy  Recruiting  ’A’  Stations;  Navy  Recruiting  Branch 
Stations. 

Categories  of  individuals  covered  by  the  system: 

Students  who  have  taken  the  Armed  Forces  Vocational  Aptitude 
Battery;  Naval  Reserve  officers  nominated  by  District  Commanding 
Officers  for  a  collateral  duty  assignment  as  Recruiting  District  Assist¬ 
ance  Council  Chairmen  (RD.\C);  Enlisted  Personnel  selected  by 
local  Navy  Recruiter  for  participaiion  in  local  Navy  Recruiting 
effort;  Community  leaders  and  individuals  who  provide  assistance  to 
Navy  Recruiters. 

Categories  of  records  in  the  system: 

Name;  Social  Security  Number;  Address;  Pertinent  family  informa¬ 
tion;  Pertinent  military  information;  Professional  and  education  affili¬ 
ations  and  experience. 

Authority  for  maintenance  of  the  system: 

10  use  Sections  133,  503,  504,  508,  510,  5031;  5  USC  301  Depart¬ 
mental  Regulations;  44  USC  Sections  3101,  3702. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  field  recruiters  with  various  vehicles  of  recruiting 
support;  to  familiarize  Navy  Recruiters  with  community  leaders;  to 
provide  a  thorough  interface  between  the  Navy  and  the  community; 
to  promote  the  Navy  among  the  members  of  the  civilian  community; 
to  provide  educators  with  a  measure  of  the  vocational  aptitude  of 
their  students  through  administration  of  the  Armed  Services  Voca¬ 
tional  Aptitude  B.attery;  cultivate  community  awareness; .  to  assign 
inactive  Reserve  officers  to  Recruiting  support  functions  as  Recruit¬ 
ing  District  Assistance  Council  Chairmen;  to  facilitate  liaison  with 
various  business  and  social  and  education  cultures  in  the  community; 
obtain  media  support  for  the  Navy  Recruiting  Command;  Assist  the 
local  recruiter  in  anyway  the  recruiter  feels  necessary;  to  generate 
prospective  applicants  for  the  United  States  Navy.  Enlisted./Officer 
Navy  Recruiters;  Navy  Recruiting  District  Commanding  Officers; 
Navy  Recruiting  Aiea  Commanders;  Navy  Recruiting  Headquarters 
staff  personnel;  Naval  Reserve  Officers  filling  official  recruiting  sup¬ 
port  functions. 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  duties  in  managing  and  contributing  to  the 
recruitment  of  qualified  men  and  women  for  officer  programs  in  the. 
regular  and  reserve  components  of  the  Navy. 

Officials  and  employees  of  the  Department  of  Defense  in  cairying 
out  their  official  duties. 

Officials  and  employees  of  the  Department  of  Transportation  in 
carrying  out  their  official  duties. 


The  Comptroller  General  or  any  of  his  authorized  representatives, 
upon  request,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  the  management  of  quality 
military  recruitment. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  fraudulent  enlistment  or  other' 
matters  under  the  jurisdiction  of  such  agencies.  Officials  and  employ¬ 
ees  of  other  Departments  and  agencies  of  the  Executive  Branch  of 
government,  upon  request,  in  the  performance  of  their  official  duties 
related  to  the  management  of  quality  military  recruitment. 

Officials  and  employees  of  the  Veterans  Administration  and  Selec¬ 
tive  Service  Adminitration  in  the  performance  of  their  official  duties 
related  to  enlistment  and  reenlistment  eligibility  and  related  benefits. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  subcommittee  thereof  on  matters  within  their 
Jurisdiction  requiring  disclosure  of  files  or  records  of  personnel  cov¬ 
ered  by  this  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  cabinets  and  magnetic  tape 
Retrievabiiity: 

Information  can  be  accessed  by  name  and  social  security  number 
Safeguards: 

Lists  and  files  are  handled  with  discretion  and  accessible  only  to 
those  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  retained  for  the  tenure  of  the  individual  involved  or  in 
the  case  of  high  school  Armed  Services  Vocational  Aptitude  Battery 
lists  for  a  maximum  two-year  period  or  until  information  is  no  longer 
useful  for  recruiting  support. 

Magnetic  tapes  are  demagnetized;  other  manual  files  are  shredded 
or  burned  w  hen  discarded. 

System  managpr(s)  and  address: 

Director,  Recruiting  Support  Department,  Navy  Recruiting  Com¬ 
mand,  4015  Wilson  Boulevard,  Arlington,  Virginia  22203 
Notificatien  procedure: 

Information  may  be  obtained  from:  Director,  Recruiting  Supptirt 
Department,  Navy  Recruiting  Command,  4015  Wilson  Boulevard, 
Arlington,  Virginia  22203  Telephone:  202/692-4795 

Requester  is  required  to  supply  full  name,  rank/rate  (if  applicable), 
address  and  social  security  number. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Subject  of  the  information;  Field  Recruiters;  Area  Commanders/ 
District  Commanding  Officers;  Chief  of  Naval  Personnel;  Chief  of 
Naval  Reserve;  District  Commandants;  Chief  of  Naval  Education 
and  Training;  Vocational  Testing  Group;  Recruit  Training  Com¬ 
mands;  Service  Schools  Commands  and  other  officials  and  employees 
in  the  Department  of  the  Navy  and  other  components  of  the  Depart¬ 
ment  of  Defense  in  the  performance  of  their  officials  duties  and  as 
specified  by  current  instructions  and  regulations  promulgated  by 
competent  authority. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N68036  005 

System  name: 

Legal  Records  System 
System  location: 

Commanding  Officer 

Naval  Regional  Medical  Center 

San  Diego,  CA  92134 

Categories  of  individuals  covered  by  the  system: 

Patients,  visitors,  staff  and  employees  of  Naval  RegU'inal  Medical 
Center,  San  Diego,  CA  92134. 

Categories  of  records  in  the  sj  stem: 

Incident  reports  and  in-house  investigations;  records  of  Command¬ 
ing  Officer’s  Nonjudicial  Puni.shment  and  appeals  thereof;  files  of 
litigation  and  poteiitial  litigation. 


74656 
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Authority  for  maintenance  of  the  system: 

5  U.S.C.  301,  Departmental  Regulations;  Federal  Tort  Claims  Act, 
Medical  Care  Recovery  Act;  Article  15,  UCMJ. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Some  are  protected  by  attorney-client  relationship,  and  thus  are 
not  released  w  ithout  consent  of  client’  or  used  in  any  way  other  than 
original  purpose.  Incident  reports  used  for  internal  administration  of 
Medical  Center  (to  correct  errors  and  improve  procedures)  and  to 
notify  attorney  of  incidents  having  a  potential  for  legal  action.  In- 
house  investigations  used  to  prepare  for  litigation.  Records  of  NJP 
used  in  administering  Article  IS,  UCMJ,  punishment  and  for  referral 
to  Military  Personnel  System  (for  performance  evaluation,  adminis¬ 
trative  separation,  etc.). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders,  forms,  letters. 

Retrievability: 

Name 

Safeguards; 

Available  to  staff  of  Staff  Judge  Advocate  (three  persons)  on  a 
’need  to  know*  basis  only.  Otherwise,  maintained  in  locked  cabinets 
and/or  in  locked  rooms. 

Retention  and  disposal: 

Retained  as  required;  destroyed  or  moved  to  National  Personnel 
Records  Center,  St.  Louis,  MO,  as  directed  by  Department  Regula¬ 
tions. 

System  manager(s)  and  address: 

Staff  Judge  Advocate 
Naval  Regional  Medical  Center 
San  Diego,  CA  92134 
Notification  procedure: 

.  Individuals  can  determine  whether  the  system  contains  records 
pertaining  to  them  by  writing  or  visiting  the  System  Manager  and 
supplying  full  name,  SSN,  military  status,  approximate  date  of  con¬ 
tact  with  system  (if  known). 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

Investigative  reports  (as  from  JAG  Manual  investigations.  Office 
of  Naval  Intelligence  reports.  Security  System,  etc.).  Military  Person¬ 
nel  System,  m^ical  records,  personal  interviews,  personal  observa¬ 
tion,  reported  by  persons  witnessing  or  knowing  of  incidents. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the'  System  Man¬ 
ager.  • 

N68142MHAS 

System  name: 

Manhour  Accounting  System 
System  location: 

Naval  Education  and  Training  Information  Systems  Activity  Naval 
Air  Station  Pensacola,  FL  32508 
Categories  of  individuals  covered  by  the  system: 

Active  military  and  civilian  personnel  as.signed  to  maintenance 
activities  in  the  Naval  Education  Training  Command 
Categories  of  records  in  the  system: 

One  type  record  which  contains  the  following:  Assigned  organiza¬ 
tion  code  Work  center  code  Name  Grade  code  Pay  rate  Social 
Security  Number  NEC/MOS  Labor  Code  Type  Transaction  Labor 
Code  Hours  assigned 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Master  roster  listing  Work  center  labor  code  Work  center  labor 
utilization  Grade  code  utilization  Internal  Navy  Users  are  Naval 
Education  Training  Command  Activities 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Punched  cards,  magnetic  tape  and  flat  paper 
Retrievability; 

Organization  code  Social  Security  number  Work  Center 
Safeguards: 

Files  are  stored  in  a  limited  access  area.  Information  provided  via 
batch  processing  is  of  a  predetermined  and  strictly  formatted  nature. 
Retention  and  disposal: 

Individual  personal  data  are  retained  only  for  that  period  of  time 
that  an  individual  is  assigned  to  or  is  supporting  a  training  evolution 
or  activity.  Upon  departure  of  an  individual,  personal  data  are  de¬ 
leted  from  the  records  and  history  records  are  not  maintained. 

System  manager(s)  and  address: 

Chief  of  Naval  Air  Training  Building  1  Naval  Air  Station  Corpus 
Christi.  TX  78319 
Records  Holder: 

Commanding  Officer 
Naval  Education  and  Training 
Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32508 
Notification  procedure: 

Individuals  desiring  information  whether  the  system  contains  rec¬ 
ords  pertaining  to  them  should  request  that  determination  from  the 
Records  Holder  listed  under  SYSMANAGER.  The  requester  should 
provide  his  social  security  number  and  full  name.  The  office  of  the 
Records  Holder  listed  under  SYSMANAGER  may  be  visited  for  this 
determination  but  the  requester  must  present  his  social  security  card 
and  military  identification  card. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
systems  manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  intitial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
systems  manager. 

--  Record  source  categories: 

Naval  Air  Training  Command  Activities  and  organizations  ■ 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N68142PDBA/SIPM 

System  name: 

Personnal  Data  Base  Application/Student  Instructor  Performance 
Module 

S}$tem  location:  / 

Naval  Education  and  Training  Information  Systems  Activity  Naval 
Air  Station  Pensacola,  FL  32508 
Categories  of  individuals  covered  by  the  system: 

Students  under  instruction  at  Naval  Air  Training  Command  Activ¬ 
ities  Instructors  at  Naval  Air  Training  Command  Activities  Staff  and 
Base  Support  Personnel  at  Naval  Air  Training  Command  and  Naval 
Air  Training  Command  Activities 
Categories  of  records  in  the  system: 

Basic  Identification  Records  i.e.,  social  security  number,  name,  sex, 
date  of  birth.  Personnel  records  i.e.,  rank/rate/grade.  Branch  of 
Service.  Billet,  Expiration  of  Active  Obligated  Service.  Professional 
records  i.e..  Navy  Enlisted  Classification,  Subspecialty  Code,  Test 
Scores.  Educational  Records  i.e..  Education  Levels,  Service  and  Ci¬ 
vilian  Schools  attended.  Degrees,  majors.  Location  Records  i.e.. 
Duty  Stations,  Home  addresses. 

Authority  for  maintenance  of  the  system: 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Student  performance,  progression  and  prediction  Instructors  Per¬ 
formance  Organizational  and  Administrative  Control  Internal  Navy 
Uses  are  Chief  of  Naval  Personnel,  Naval  Air  Training  Command 
staff  personnel,  and  NAVAIRTRACOM  Activities  staff  personnel 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Punched  cards,  magnetic  tape,  direct  access  storage  devices  and 
flat  paper. 

Retrievability: 

Social  Security  Number,  Name 
Safeguards: 

Data  on  file  is  protected  as  follows.  On-line  access  is  controlled  by 
terminal  identification  and  a  password  system.  Terminal  Identifica¬ 
tion  is  positive  and  maintain^  by  a  single  control  point.  Physical 
access  to  terminals  is  restricted  to  specifically  authorized  individuals. 
Password  authorization,  assignment  and  monitoring  are  the  responsi¬ 
bility  of  the  functional  managers.  Information  provided  via  batch 
processing  is  of  a  predetermined  and  rigidly  formatted  nature.  Any 
output  is  controlled  by  the  functional  managers  who  also  control  the 
distribution  of  output. 

Retention  and  disposal: 

Individual  personal  data  is  retained  only  for  that  period  of  lime 
that  an  individual  is  assigned  to  or  is  supporting  a  training  evolution 
or  activity.  Upon  departure  of  an  individual,  personal  data  is  deleted 
from  the  records.  History  records  are  not  maintained. 

System  manager(s)  and  address: 

Chief  of  Naval  Air  Training  Building  I  Naval  Air  Station  Corpus 
Christi,  T,\  78319 
Records  Holder: 

Commanding  Officer 
Naval  Education  and  Training 
Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32508 
Notification  procedure: 

Individuals  desiring  information  whether  the  system  contains  rec¬ 
ords  pertaining  to  them  should  request  that  determination  from  the 
Records  Holder  listed  under  SYSMANAGER.  The  requester  should 
provide  his  social  security  number,  full  name  and  present  status,  i.e.. 
Military  or  Civilian.  The  office  of  the  Records  Holder  listed  under 
SYSMANAGER  may  be  visited  for  this  determination  but  the  re¬ 
quester  must  present  his  social  security  card  and  military  or  Civilian 
identification  card. 

Record  access  procedures:  , 

The  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
systems  manager.  '■ 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appeiiling  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
systems  manager. 

Record  source  categories: 

Chief  of  Naval  Personnel,  Naval  Air  Training  Command  Activities 
staff  and  Instructors  personnel.  Educational  Institutions.  Individuals 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

N68221  PERSRESCHSYSTM 

System  name: 

Personnel  Man.-igement  and  Training  Re.search  Statistical  Data 
System 

System  location: 

Commanding  Officer 

U.  S.  Navy  Personnel  Research  and  Developmeni  Center 

San  Diego,  California  92 1 52 

Categories  of  individuals  covered  by  the  system: 

U.  S.  Navy  and  Marine  Corps  Personnel  and  applicants  thereto: 
Active  duty,  reserve,  prior  service,  dependents,  retired,  and  Depart¬ 
ment  of  the  Navy  civilians  from  1951  to  present.  (Only  samples  of 
data  from  each  category  are  on  file,,  depending  on  research  study.) 
Categories  of  records  in  the  system: 

Performance,  altitudinal,  biographical,  aptitude,  vix:alional  interest, 
demographic,  physiological.  Data  in  any  file  are  limited,  depending 
on  purpose  of  the  research  study. 

Authority  for  maintenance  of  the  system: 

5  use  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


The  data  are  used  solely  by  Navy  Personnel  Research  and  Devel¬ 
opment  Center  researchers  who  analyze  them  statistically  to  arrive  at 
recommendations  to  management  on  such  topics  as:  Comparison  of 
different  training  methods,  selection  tests,  equipment  designs,  or  poli¬ 
cies  relating  to  improving  race  relations  and  decreasing  drug  abuse. 
In  no  case  are  the  data  used  for  other  than  statistical  purposes;  that 
is,  the  data  are  not  used  in  making  decisions  affecting  specific  indi¬ 
viduals  as  individuals. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tapes,  magnetic  disk,  punched  cards,  and  coding 
Retrievability: 

Records  are  retrievable  by  name,  social  security  number,  or  serv- 
ice/file  numbers,  but  such  identifying  information  is  used  only  to 
permit  collation  of  data  for  statistical  analysis,  and  is  not  used  for 
retrieval  Of  individual  records. 

Safeguards: 

Unauthorized  access  to  records  is  controlled  by:  Security  clear¬ 
ances  for  all  Research  Center  and  contractor  personnel;  physical 
security  including  a  badge  system  for  entry  to  the  Center  and  a  24- 
hour  guard  maintained  on  a  fenced  compound;  control  of  visitors; 
data  bank  users  having  special  access  codes;  and,  access  limited  to 
only  designated  personnel. 

Retention  and  disposal: 

Records  are  destroyed  five  years  after  termination  of  a  research 
project.  They  are  maintained  within  the  confines  of  the  Research 
Center.  Destruction  is  accomplished  by  degaussing  magnetic  tapes 
and  disks,  and  punched  cards  are  recycl^. 

System  managerfs)  and  address: 

Director  of  Programs  (Code  03  PA) 

U.  S.  Navy  Personnel  Research  and  Development  Center 
San  Diego,  California  92152 
Notification  procedure: 

Research  Center  files  are  organized  by  research  study.  To  deter¬ 
mine  if  Center  files  contain  information  concerning  himself,  an  indi¬ 
vidual  would  have  to  specify  time  and  place  of  participation  in  the 
research,  unit  to  which  attached  at  the  time,  and  descriptive  informa¬ 
tion  about  the  study  so  that  appropriate  data  may  be  located.  For 
further  information,  contact  the  System  Manager. 

OlTice  to  visit:  Contact  System  Manager 
Visitor  Identification:  System  Manager  will  specify 
Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager. 

Record  source  categories: 

The  source  depends  on  purpose  and  nature  of  study:  From  the 
subjects  themselves,  educational  institutions,  supervis«irs,  peers,  in¬ 
structors,  spouses,  and  job  sample  test.s. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information,  contact  the  System  M.m- 
ager. 

N96021  •  263 

System  name: 

Tests  and  Examinations  Record  Systems 
System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional  Of¬ 
fices  of  Civilian  Manpower  Management  (ROCMM’s),  Capital  Area 
Personnel  Services  Office-Navy  (CAPSO-N);  and  Navy  Staff,  head¬ 
quarters,  and  field  activities  employing  civilians.  Mailing  addresses 
are  provided  in  the  Department  of  the  Navy  Directory  published  in 
the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

All  Navy  civilian  employees,  or  applicants  for  civilian  employment 
paid  from  appropriated  funds,  serving  under  career,  career-condition¬ 
al  and  excepted  appointment  and  occupying  competitive  excepted 
service  positions. 

Categories  of  records  in  the  system: 

■  System  consists  of  non-automated  rc*cords  reflecting  information 
pertaining  to  the  employee’s  scores  on  a  written  or  performance  test. 
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Automated  records  of  employees  test  scores  are  kept  by  some  activi¬ 
ties.  Manual  records  of  the  test  scores  are  maintained  by  the  designat¬ 
ed  Test  Control  Officers  in  activities  providing  testing  services. 

Authority  for  maintenance  of  the  system: 

Title  5,  use  3304a  ’  Noncompetitive  Examinations  ’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  for  merit  promotion  selection 
purposes,  for  placement,  training  and  employee  development  pur¬ 
poses.  Representatives  of  the  United  Sstates  Civil  Service  Commis¬ 
sion  on  matters  relating  to  inspection,  survey,  audit  or  evaluation  of 
Navy  civilian  personnel  test  and  measurement  programs,  personnel 
actions,  or  such  other  matters  under  the  jurisdiction  of  the  Commis¬ 
sion.  The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  in  the  course  of  the  performance  of  duties  of  the  General 
Accounting  Office  relating  to  the  Navy’s  civilian  personnel  records. 
The  Attorney  General  of  the  United  States  qr  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies.  A  duly  appointed  Hearing  Examiner  for  the  purpose  of  con¬ 
ducting  a  hearing  in  connection  with  an  employee’s  grievance  or 
complaint  involving  the  disclosure  of  the  records  pertaining  to  per¬ 
formance  on  the  tests.  The  Senate  or  the  House  of  Representatives  of 
the  United  States  or  any  Committee  or  subcommittee  therof,  any 
joint  committee  of  Congress  or  subcommittee  of  joint  committees  on 
matters  within  their  junsdiction  requiring  disclosure  of  the  files  or 
records  of  test  and  examinations.  Officials  and  employees  of  other 
Components  of  the  Department  of  Defense  in  the  Performance  of 
their  Official  duties  related  to  the  selection  of  candidates  for  vacant 
positions.  Officials  and  employees  of  other  departments  and  agencies 
of  the  Executive  Branch  of  government  upon  request  in  the  perform¬ 
ance  of  their  official  duties  related  to  the  selection  of  candidates  for 
vacant  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  of  test  scores  are  retained  in  paper  files  folders. 
Automated  records  are  on  magnetic  tapes,  disks,  or  punched  cards. 

Retrievability: 

Manual  and  automated  records  retrieved  by  the  last  name  or  social 
security  number. 

Safeguards: 

Manual  and  automated  records  are  available  only  to  authorized 
personnel  having  a  need  to  know. 

Retention  and  disposal: 

Manual  and  automated  records  of  employee’s  test  scores  are  re¬ 
tained  for  at  least  two  years  from  the  date  of  the  test  administration. 

System  managerfs)  and  address: 

The  Director  of  Civilian  Manpow'er  Management,  and  the  heads  of 
.Navy  Staff,  Headquarters  and  field  activities  employing  civilians. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Ma.npow'er  Management  or  the  head  of  Navy  Staff,  Head¬ 
quarters  and  field  activities  employing  Civilians.  The  letter  should 
contain  the  full  name  and  social  security  account  number  of  the 
requester  and  his  signature.  The  individual  may  visit  the  SYSMAN- 
AGER  at  the  address  which  is  provided  in  the  Department  of  the 
Navy  Directory  published  in  the  Federal  Register.  ProlT  of  identifica¬ 
tion  will  consist  of  a  Department  of  Defense  (DOD)  or  Navy  build¬ 
ing  pass,  or  identification  badge  or  drivers  license,  or  by  other  types 
of  identification  bearing  picture  or  signature,  or  by  providing  vertial 
information  that  could  be  verified  with  the  individual’s  record. 

Record  access  procedures: 

The  agench’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  .source  categories: 

Employee’s  performance  on  officially  approved  Navy  or  the  U  S. 
Civil  Service  Commission  written  or  performance  tests. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 


N96021-LQA 

System  name: 

Living  Quarters  and  Lodging  Allowance 

System  location:  > 

Overseas  organizational  elements  of  the  Department  of  the  Navy 
as  indicated  in  the  directory  of  Department  of  the  Navy  mailing 
addresses. 

Categories  of  individuals  covered  by  tbe  system: 

Appropriated  and  non-appropriated  fund  U.S.  civilian  employees 
eligible  for  allowance. 

Categories  of  records  in  tbe  system: 

Employee’s  name,  grade,  address,  rent  and  utility  expenses,  living 
quarters  and  lodging  allowance,  and  name  of  family  and/or  members. 

Authority  for  maintenance  of  tbe  system: 

Executive  order  number  10903  of  9  January  1961,  executive  order 
number  10970  of  27  October  1961,  executive  order  number  10853  of 
27  November  1959,  and  executive  order  number  10982  of  25  Decem¬ 
ber  1961,  as  implemented  by  State  Department  regulation. 

Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  sucb  uses: 

Used  by  civilian  personnel  office  to  record  employee’s  living,  quar¬ 
ters  or  temporary  lodging  allowance  entitlement.  Other  users  include 
Naval  Supply  Depot  Payroll  Office,  the  employing  office,  disbursing 
office;  Commander,  Fleet  Activities  FPO  Seattle  98762;  and  the  U.S. 
Depa.’-tment  of  State. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

File  folders. 

Retrievability:  ' 

File  folders  maintained  by  surname. 

Safeguards: 

Personnel  screening  and  visitor  control. 

Retention  and  disposal: 

Files  retained  for  a  period  of  two  years  and  then  destroyed 

System  manager(s)  and  address: 

Overseas  commanding  officer  of  the  activity  in  question  See  direc¬ 
tory  of  Department  of  the  Navy  mailing  addresses. 

Notification  procedure: 

A  copy  of  living  quarters  allowance  is  provided  to  each  employee. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories:  v. 

Official  personnel  files. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

N96021-02 

System  name: 

Supervisors  Report  of  Potential  to  Perform  and  Reference  Check 
Records  System 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional  Of¬ 
fices  of  Civilian  Manpower  Management  (ROCMM’s),  Capital  Area 
Personnel  Services  Office-Navy  (CAPSO-N);*and  Navy  Staff,  head¬ 
quarters,  and  field  activities  employing  civilians.  Mailing  addresses 
are  provided  in  the  Department  of  the  Navy  Directory  published  in 
the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees,  paid  from  appropriated  funds  serving 
under  career,  career-conditional,  or  excepted  appointments  who  have 
applied  for  vacant  positions  under  the  Recruitment,  Employment  and 
Internal  Placement  Record  System  or  who  are  registered  in  the 
Navy  Civilian  Career  Management  Inventory  and  Referral  System, 
or  who  may  submit  nominations  and  applications  for  training  pro¬ 
grams  under  the  Training  and  Employee  Development  Record 
System. 

Categories  of  records  in  the  system: 
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System  comprises  manual  records  reflecting  information  pertaining 
to  the  supervisor's  judgement  as  to  employee’s  potential  to  perform 
work  in  other  positions  and  the  responses  to  inquiries  constituting 
reference  checks  in  merit  promotion,  career  management,  employ¬ 
ment  and  other  actions.  This  information  is  used  for  screening  and 
selection  of  candidates  for  employment,  referral  in  career  programs, 
training  programs,  or  placement  programs.  Manual  files,  maintained 
in  paper  folders,  contain  the  employee’s  appraisal  of  potential  forms 
and/or  reference  checks. 

Authority  for  maintenance  of  the  system: 

Title  5,  US  Code  301,  ’Departmental  Regulatioiis’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  he 
performance  of  their  official  duties  related  to  the  screening  and 
selection  of  candidates  for  training  .programs,  career  programs,  or 
placement  programs;  and  administration  of  grievances,  appeals  and 
litigation  involving  the  disclosure  of  records  of  potential  and  refer¬ 
ence  checks.  Representatives  of  United  States  Civil  Service  Commis¬ 
sion  on  matters  relating  to  the  inspection,  survey,  audit  or  evaluation 
of  Navy  civilian  personnel  management  programs,  or  personnel  ac¬ 
tions,  or  such  other  matters  under  the  jurisdiction  of  the  Commission. 
The  Comptroller  General  or  any  of  his  authorized  representatives,  in 
the' course  of  the  performance  of  duties  of  the  General  Accounting 
Office  relating  to  the  Navy’s  civilian  manpower  management  pro¬ 
grams.  The  Attorney  General  of  the  United  States  or  his  authorized 
representatives  in  connection  with  litigation,  law  enforcement,  or 
other  matters  under  the  direct  jurisdiction  of  the  Department  of 
Justice  or  carried  out  as  the  legal  representative  of  the  Executive 
Branch  agencies.  A  duly  appointed  Hearing  Examiner  or  Arbitrator 
(an  employee  of  another  Federal  Agency)  for  the  purpose  of  con¬ 
ducting  a  hearing  in  connection  with  an  employee’s  grievance  involv¬ 
ing  the  disclosure  of  the  records  of  the  career  porgram,  training 
program  or  employment  or  placement  program.  An  arbitrator  who  is 
given  a  contract  pursuant  to  a  negotiated  labor  agreement  to  hear  an 
employee’s  grievance  involving  the  disclosure  of  the  records  of  the 
supervisor’s  report  of  potential  to  perform  and  the  responses  to 
reference  checks.  The  Senate  or  the  House  of  Representatives  of  the 
United  States  or  any  Committee  or  sub-committee  thereof,  any  joint 
committee  of  Congress  or  subcommittee  of  joint  committees  on  mat¬ 
ters  within  their  jurisdiction  requiring  disclosure  of  the  supervisor’s 
report  of  potential  to  perform  and  the  responses  to  reference  checks. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  are  stored  in  paper  file  folders. 

Retrievability: 

Manual  records  arc  filed  by  name. 

Safeguards: 

Manual  records  are  available  only  to  authorized  personnel  having  a 
need  to  know. 

Retention  and  disposal: 

Potential  and  reference  check  records  are  destroyed  after  two 
years. 

System  managcr(s)  and  address: 

The  Director  of  Civilian  Manpower  Management,  and  the  heads  of 
Navy  Staff,  Headquarters  and  field  activities  employing  civilmns. 

See  EXEMPTION. 

Notification  procedure: 

See  EXEMPTION. 

Record  access  procedures: 

See  EXEMPTION. 

Contesting  record  procedures: 

See  EXEMPTION. 

Record  source  categories: 

See  EXEMPTION. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N96021-06 

System  name: 

Navy  Automated  Civilian  Manpower  Information  System 
(NACMIS) 

System  location: 


Office  of  Civilian  Manptower  Management  (OCMM),  Department 
of  the  Navy  and  designated  contractors;  field  divisions  of  Civilian 
Manpower  Management;  Capital  Area  Personnel  Services  Office  • 
Navy  (CAPSO-N);  and  Navy  staff,  headquarters  and  field  activities 
employing  civilians,  and  the  Navy  Command  Systems  Support  Ac¬ 
tivity  and  its  designated  contractors.  The  addresses  of  the  activities 
are  f^umished  in  the  Department  of  the  Navy  directory  published  in 
the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Department  of  the  Navy  civilian  employees  paid  from  appropri¬ 
ated  funds  and  Navy  military  personnel  included  in  the  automated 
training  record  segment  of  NACMIS. 

Categories  of  records  in  the  system: 

The  system  comprises  automated  and  non-automated  records  de¬ 
scribing  and  identifying  the  employee  (e.g.,  name,  social  security 
account  number,  sex,  birth  date,  minority  designator,  citizenship, 
physical  handicap  code);  the  position  occupied  and  the  employee’s 
qualifications;  salary  and  salary  basis;  employee’s  status  in  relation  to 
the  position  occupied  and  the  organization  to  which  assigned;  tickler 
dates  for  impending  changes  in  status;  education  and  training  records; 
previous  military  status;  functional  code;  previous  employment 
record;  performance  appraisal  and  other  data  needed  for  screening 
and  selection  of  an  employee;  referral  records;  professional  licenses 
and  publications;  and  reason  for  position  change  or  other  action 
affecting  the  employee.  The  records  are  those  found  in  the  five 
modules  of  NACMIS  which  are;  Training  and  Employee  Develop¬ 
ment  Record  System/Training  Requirements  and  Information  Man¬ 
agement  System  (TRIM);  Personnel  Automated  Data  System 
(PADS);  Navy  Civilian  Career  Management  Inventory  and  Referral 
System;  and  local  automated  personnel  Information  System  (LAPIS). 

Authority  for  maintenance  of  the  system: 

5  use  2951,  Reports;  5  USC  .301,  DepartmeiUal  Regulations;  5 
use  4103,  Establishment  of  Training  Programs;  5  USC  4118,  Train¬ 
ing;  5  use  4115,  Collection  of  Training  Information;  Executive 
Order  9397,  Numbering  System  for  Federal  Accounts  Relating  to 
Individual  Persons;  Public  Law  92-261,  The  Equal  Employment  Op¬ 
portunity  Act  of  1972. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  per¬ 
formance  of  their  official  duties  related  to  the  management  and 
administration  of  the  Department’s  civilian  personnel  and  civilian 
manpower  planning  programs  and  in  the  design,  development,  main¬ 
tenance  and  operation  of  the  automated  system  of  records;  employees 
and  officials  of  the  Department  of  Defense  where  there  exists  a  need- 
to-know  in  the  performance  of  their  official  duties;  employees  and 
officials  of  the  Civil  Service  Commission  in  the  performance  of  their 
official  duties.  The  Comptroller  General  or  any  of  his  authorized 
representatives,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office.  The  Attorney  General  of  the  United 
States  or  his  authoriz.ed  representatives  in  connection  with  litigation, 
law  enforcement,  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  carried  out  as  the  legal  representative  of 
Executive  Branch  agencies.  Officials  and  employees  of  other  depart¬ 
ments  and  agencies  of  the  Executive  Branch  of  government  upon 
request  in  the  performance  of  their  official  duties  related  to  the 
screening  and  selection  of  candidates  for  vacant  positions.  Repre¬ 
sentatives  of  the  United  State's  Department  of  Labor  on  matters 
relating  to  the  inspection,  survey,  audit  or  evaluation  of  the  Navy’s 
apprentice  training  programs  or  on  other  such  matters  under  the 
jurisdiction  of  the  Labor  Department.  Representatives  of  the  Veter¬ 
ans  Administration  on  matters  relating  to  the  inspection,  survey, 
audit  or  evaluation  of  the  Navy’s  apprentice  and  on-the-job  training 
program.  The  Computer  Systems  Group  Contractor  (or  other  such 
contractor)  and  its  employees  for  the  purpose  of  card  punch  record¬ 
ing  of  data  from  employee  personnel  actions  and  training  documents, 
or  data  collection  forms  and  other  documents.  Employees  and  offi¬ 
cials  of  the  Naval  Command  Systems  Support  Activity  and  tlieir 
designated  contractors  for  the  purpose  of  systems  support.  A  duly 
appointed  hearing  examiner  or  arbitrator  (an  employee  of  another 
Federal  agency)  for  the  purp<vse  of  conducting  a  hearing  in  connec¬ 
tion  with  an  employee's  grievance.  An  arbitrator  who  is  given  a 
contract  purst.-ant  to  a  negotiated  labor  agreement  to  hear  an  employ¬ 
ee’s  grievance  involving  the  disclosure  of  records.  The  Senate  or  the 
House  of  Representatives  of  the  United  States  or  any  committee  or 
sub-committee  thereof,  any  joint  committee  of  Congress  or  sub-com¬ 
mittee  of  joint  committees  on  matters  within  their  jurisdiction  requir¬ 
ing  disclosure  of  the  files  or  records  of  the  Department's  civilian 
personnel  and  manpower  management  program.  An  appointed  com¬ 
plaints  examiner  for  the  purpose  of  conducting  a  hearing  in  connec¬ 
tion  with  an  employee's  formal  Equal  Employment  Opp<vrtunity 
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(EEO)  complaint.  OfTtcials  and  employees  of  schools  and  other  insti¬ 
tutions  engaged  to  provide  training.  Employee  unions  when  unions 
are  authorize  to  canvas  employees  or  at  the  time  of  a  union  elec¬ 
tion.  Designated  contractors  of  the  Department  of  the  Navy  in  per¬ 
formance  of  their  duties  with  respect  to  equipment  and  system 
design,  development,  test  and  maintenance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tape,  disc,  drum  and 
punched  cards  and  computer  printouts.  Manual  records  are  stored  in 
paper  file  folders. 

Retrievabilit) : 

Information  is  retrieved  by  Social  Security  Account  Number 
(SSAN',  name,  or  by  specific  employee  characteristics  such  as  date 
of  birth,  grade,  occupation,  employing  organization,  tickler  dates,  a 
combination  of  data  elements  contained  in  the  Training  Requirements 
Information  Management  (TRIM)  subsystem,  on  apprentice  program 
master  files;  academic  specialty  or  education  level.  Specific  sub¬ 
groups  of  employees  may  be  identified  through  the  use  of  computer¬ 
ized  indices.  Manual  records  are  retrieved  by  name. 

Safeguards: 

The  computer  facility  and  terminal  are  accessible  only  to  author¬ 
ized  persons  that  have  been  properly  screened,  cleared  and  trained. 
Manual  and  automated  records  and  computer  printouts  are  available 
only  to  authorized  personnel  having  a  need-to-know.  In  the  case  of 
EEO  data,  output  from  the  central  Office  of  Civilian  Manpower 
Management  file  is  authorized  only  by  the  Department  of  the  Navy* 
Director  of  ^ual  Employment  Opportunity  or  his  Deputy.  Output 
from  the  activity  minority  census  files  must  be  authorized  in  w'riting 
by  either  the  head  of  the  activity  or  the  activity's  deputy  EEO 
officer. 

Retention  and  disposal: 

For  TRIM  and  the  apprentice  programs  the  computer  magnetic 
tap^  are  permanent.  Manual  records  are  maintained  on  a  fiscal  year 
basis  and  are  retained  for  varying  periods  from  1  to  5  fiscal  years. 
For  the  Department  of  the  Navy’s  centrally-administered  programs, 
files  on  selected  candidates  are  maintained  for  S  years  (from  date 
selection  process  is  completed).  Records  of  non-selected  candidates 
are  retained  only  for  that  period  of  time  sufficient  to  permit  appropri¬ 
ate  review  (usually  less  than  60  days).  For  PADS,  computer  magnet¬ 
ic  tapes  are  retained  permanently.  Magnetic  discs  are  erased  after  use. 
Computer  printouts  are  destroyed  after  3  months.  Input  documents 
(NAVSO12280/II)  are  destroyed  after  data  is  converted  to  machine 
readable  form.  Input  punch  cards  are  retained  for  2  weeks.  For 
career  management  computer  magnetic  tapes  and  discs  are  erased  S 
years  after  they  are  created;  manual  records  are  destroyed  2  years 
after  the  employee  has  been  dropped  from  the  career  inventory. 
Manual  records  are  destroyed  upon  separation  of  the  employee  from 
the  activity.  For  LAPIS,  records  are  maintained  in  an  active  status 
until  a  separation  action  on  an  employee  is  completed.  Historical 
records  for  LAPIS  are  maintained  for  a  maximum  of  5  years. 

System  managers)  and  address: 

Director  of  Civilian  Manpower  Management,  Office  of  Civilian 
Manpovser  Management,  Department  of  the  Navy  and  the  command¬ 
ing  officers  of  the  employee's  activity. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  SYSMAN- 
AGER  or  to  the  civilian  personnel  officer  under  his  cognizance. 
Requests  must  be  accompanied  by  the  individual's  full  name,  social 
security  number  and  name  of  employing  activity.  Requesters  may 
visit  the  civilian  personnel  office  of  the  naval  activity  covered  by  the 
system  to  obtain  information.  In  such  case  proof  of  identity  will 
consist  of  full  name,  social  security  account  number  and  a  third 
positive  identification  such  as  driver’s  license,  Navy  building  pass  or 
identification  badge,  birth  certificate.  Medicare  card,  etc.  Address  of 
the  activity  is  furnished  in  the  Department  of  the  Navy  directory  of 
mailing  addresses  published  in  the  Federal  Register. 

Record  access  procedures: 

The  Agency's  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Categories  of  sources  of  records  in  the  system  are:  the  civilian 
personnel  office  of  the  employing  activity;  the  payroll  office;  the 


security  office  of  the  employing  activity;  line  managers,  other  desig¬ 
nated  officials  and  supervisors;  the  employee  and  persons  named  by 
the  employee  as  references. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 
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Authority  for  maintenance  of  the  system: 

Title  5,  U.S.C.  301,  Departmental  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  management  of 
civilian  employees  or  of  special  programs.  Representatives  of  the 
United  States  Civil  Service  Commission  on  matters  relating  to  the 
inspection,  survey,  audit  or  evaluation  of  Navy  civilian  pesonnel 
management  programs,  or  personnel  actions,  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  The  Comptroller  General 
or  any  of  his  authorized  representatives,  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Navy’s  civilian  manpower  management  programs.  The  Attorney 
General  of  the  United  States  or  his  authorized  representatives  in 
connection  with  litigation,  law  enforcement,  or  other  matters  under 
the  direct  jurisdiction  of  the  Department  of  Justice  or  carried  out  as 
the  legal  representative  of  the  Executive  Branch  agencies.-  Officials 
and  employees  of  other  components  of  the  Department  of  Defense  in 
the  performance  of  their  official  duties  related  to  the  management  of 
special  programs  or  subject.  Officials  and  employees  of  other  Depart¬ 
ments  and  agencies  of  the  Executive  Branch  of  government  upon 
request  in  the  performance  of  their  official  duties  related  to  the 
special  programs  or  subject.  A  duly  appointed  Hearing  Examiner  or 
Arbitrator  (an  employee  of  another  Federal  agency)  for  the  purpose 
of  conducting  a  hearing  in  connection  with  an  employee's  grievance. 
An  arbitrator  who  is  given  a  contract  pursuant  to  a  negotiated  labor 
agreement  to  hear  an  employee’s  grievance.  The  Senate  or  the  House 
of  Representatives  of  the  United  States  or  any  member.  Committee 
or  sub-committee  thereof,  any  joint  committee  to  Congress  or  sub¬ 
committee  of  joint  committees  on  matters  w'ithin  their  jurisdiction 
requiring  disclosure  of  the  files  or  records. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  paper  file  folders,  list  finders,  index  cards,  or 
logs  or  other  indexing  systems. 

Retrievability: 

Records  are  retrieved  by  subject  matter,  or  by  name. 

Safeguards: 

Records  are  available  only  to  authorized  personnel  having  a  need 
to  know. 

Retention  and  disposal: 

Records  are  retained  for  varying  lengths  of  time  as  required  by 
local  regulations;  some  records  may  be  maintained  indefinitely. 

System  manager(s)  and  address:  . 

The  Director  of  Civilian  Manpower  Management,  and  the  heads  of 
Navy  Staff,  Headquarters,  and  field  activities  employing  civilians. 


System  name: 

Area  Coordinator  Information  and  Operation  Files 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional  Of¬ 
fices  of  Civilian  Manpower  Management  (ROCMM’s),  Capital  Area 
Personnel  Services  Office-Navy  (CAPSO-N);  and  Navy  Staff,  head¬ 
quarters,  and  field  activities  employing  civilians.  Mailing  addresses 
are  provided  in  the  Department  of  the  Navy  Directory  published  in 
the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees,  paid  from  appropriated  and  non-appropriated 
funds,  military  personnel  or  private  citizens  affected  by  or  involved 
in  action  of  area  coordination  significance,  and  speakers,  specialists 
and  other  interested  participants. 

Categories  of  records  in  the  system: 

System  is  composed  of  but  not  limited  to  records  compiled  in 
accordance  with  regulations,  correspondence  regarding  status  of 
EEO  investigations,  index  file  of  program  administration  and  interest¬ 
ed  participants  including  ad  hoes,  summaries  compiled  for  budget 
administration,  biographies  of  speakers  or  of  key  officials  obtained 
from  individual. 
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Addresses  are  provided  in  the  Department  of  the  Navy  directory 
published  in  the  Federal  Register. 

Notification  procedure: 

Requests  by  correspondence  or  in  person  should  be  made  to  the 
Director  of  Civilian  Manpower  Management,  or  to  the  head  of  the 
nearest  Navy  activity  or  to  the  Navy  activity  with  which  the  individ¬ 
ual  is  employed  or  serves  as  a  contact  point  or  participates  with  in 
matters  relating  to  the  program  of  his  interest.  Correspondence 
should  contain  the  full  name,  social  security  number  and  signature  of 
the  requestor.  For  personal  visits,  proof  of  identification  will  consist 
of  a  Department  of  Defense  or  Navy  building  pass  or  identification 
badge  or  drivers  license  or  other  types  of  identification  bearing  his 
signature  or  picture  or  by  providing  information  which  may  be 
verified  against  the  record.  Addresses  of  these  activities  are  in  the 
directory  of  Department  of  the  Navy  mailing  addresses. 

Record  access  procedures: 

llie  Agency’s  rules  for  access  to  records  may  be  obtained  from  the 
System  Manager. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  System  Manager. 

Record  source  categories: 

Navy  Civilian  Personnel  Offices  and  their  representatives. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N96021-21 

System  name: 

Navy  Civilian  Career  Management  Inventory  and  Referral  System 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional  Of¬ 
fices  of  Civilian  Manpower  Management  (ROCMM’s),  Capital  Area 
Personnel  Services  Office-Navy  (CAPSO-N);  and  Navy  Staff,  head¬ 
quarters,  and  field  activities  employing  civilians.  Mailing  addresses 
are  provided  in  the  Department  of  the  Navy  Directory  published  in 
the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees,  paid  from  appropriated  funds  serving 
under  career  or  career-conditional  appointments  and  occupying  com¬ 
petitive  service  positions,  who  are  registered  in  the  career  inventory 
system 

Categories  of  records  in  the  system: 

System  comprises  automated  and  non-automated  records  reflecting 
information  pertaining  to  the  employee's  identification,  education, 
qualifications,  training,  abilities,  current  and  previous  employment, 
professional  licenses,  authored  publications,  and  the  appraisal  of  the 
employee’s  performance  and  potential  by  supervisors  and  by  asso¬ 
ciates  named  by  the  employee,  and  other  data  needed  for  screening 
and  selection  of  candidates  for  referral  for  vacant  positions.  The 
manual  files,  maintained  in  paper  folders,  contain  the  employee’s 
registration  document,  appraisal  forms,  responses  to  reference  inquir¬ 
ies,  and  a  record  of  referrals. 

Authority  for  maintenance  of  the  system: 

Title  5,  use  4103,  ’Establishment  of  Training  Programs’  and  Ex¬ 
ecutive  Order  9397,  ’Numbering  System  for  Federal  Accounts  Relat¬ 
ing  to  Individual  Persons’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  management  of 
civilian  employee  career  programs;  the  design,  development,  mainte¬ 
nance,  and  o^ration  of  the  manual  and  automated  system  of  records; 
the  screening  and  selection  of  candidates  for  vacant  positions  in  the 
occupations  and  specialties  covered  by  the  inventories;  and  adminis¬ 
tration  of  grievance,  appeals,  and  litigation  involving  the  disclosure 
of  records  of  the  career  management  system.  Representatives  of  the 
United  States  Civil  Service  Commission  on  matters  relating  to  the 
inspection,  survey,  audit  or  evaluation  of  Navy  civilian  personnel 
management  programs,  or  personnel  actions,  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  The  Comptroller  General 
or  any  of  his  authorized  representatives,  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Navy’s  civilian  manpower  management  programs.  The  Attorney 
General  of  the  United  States  or  his  authorized  representatives  in 
connection  with  litigation,  law  enforcement,  or  other  matters  under 
the  direct  Jurisdiction  of  the  Department  of  Justice  or  carried  out  as 
the  legal  representative  of  the  Executive  Branch  agencies.  Officials 
and  employees  of  other  components  of  the  Department  of  Defense  in 


the  performance  of  their  (^fficial  duties  related  to  the  screening  and 
selection  of  candidates  for  vacant  positions  in  the  occupations  and 
specialties  covered  by  the  inventories;  or  in  the  management  of 
Department  of  Defensewide  career  programs.  Officials  and  employ¬ 
ees  of  other  Departments  and  agencies  of  the  Executive  Branch  of 
government  upon  request  in  the  performance  of  their  official  duties 
related  to  the  screening  and  selection  of  candidates  for  vacant  posi¬ 
tions  in  the  occupations  and  specialties  covered  by  the  inventories. 
The  Computer  Systems  Group  Corporation  (a  contractor)  and  its 
employees  for  the  purpose  of  card  punch  recording  of  data  from 
employee  registration  forms  and  other  documents.  A  duly  appointed 
Hearing  Examiner  or  Arbitrator  (an  employee  of  another  Federal 
Agency)  for  the  purpose  of  conducting  a  hearing  in  connection  with 
an  employee’s  grievance  involving  the  disclosure  of  the  records  of 
the  career  management  and  referral  system.  An  arbitrator  who  is 
given  a  contract  pursuant  to  a  negotiated  labor  agreement  to  hear  an 
employee’s  grievance  involving  the  disclosure  of  the  records  of  the 
career  management  inventory  and  referral  system,  the  Senate  or  the 
House  of  Representatives  of  the  United  States  or  any  member.  Com¬ 
mittee  or  sub-committee  thereof,  any  joint  committee  to  Congress  or 
sub-committee  of  joint  committees  on  matters  within  their  jurisdic¬ 
tion  requiring  disclosure  of  the  files  or  records  of  the  career  manage¬ 
ment  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes  and  discs  and  on 
punched  cards.  Manual  records  are  stored  in  paper  file  folders. 

Retrievability: 

Automated  records  are  retrieved  by  social  security  number  and 
name,  or  by  one,  or  a  combination,  of  characteristics  such  as  educa¬ 
tion  level  or  academic  speciality.  Manual  records  are  by  last  name. 

Safeguards: 

The  computer  facility  and  terminal  are  located  in  restricted  areas 
accessible  only  to  authorized  persons  that  are  properly  screened, 
cleared  and  trained.  Manual  records  and  computer  printouts  are 
available  only  to  authorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Computer  magnetic  tapes  and  discs  are  erased  5  years  after  they 
are  created.  Manual  records  are  destroyed  2  years  after  the  employee 
has  been  dropped  from  the  career  inventory. 

System  manager(s)  and  address: 

The  Director  of  Civilian  Manpower  Management,  and  the  heads  of 
Navy  Staff,  Headquarters  and  field  activities  employing  civilians. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management  (Attn.  Code  21)  Department  of  the 
Navy,  Washington,  D.C.  20390.  The  letter  should  contain  the  full 
name  and  social  security  account  number  of  the  requester  and  his 
signature.  The  individual  may  visit  the  Navy  Civilian  Career  Man¬ 
agement  Center  (CCMC),  Room  820,  Crystal  Plaza  Building  Number 
5,  2211  Jefferson  Davis  Highway,  Arlington,  Virginia,  or  the  Civilian 
Personnel  Office  of  the  Navy  activity  at  which  he  is  currently 
employed,  or  of  the  nearest  Navy  activity,  which  office  will  contact 
the  CCMC  by  telephone,  202-692-1270,  if  no  record  is  locally  availa¬ 
ble.  Proof  of  identification  will  consist  of  a  Department  of  Defense 
(DOD)  or  Navy  building  pass,  or  identification  badge  or  drivers 
license,  or  by  other  types  of  identification  bearing  picture  or  signa¬ 
ture,  or  by  providing  verbal  information  that  could  be  verified  with 
his  career  inventory  record. 

Record  access  procedures: 

The  agencies  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Navy  civilian  personnel  offices;  current  and  previous  supervisors 
of  the  emplojfee;  current  and  previous  associates  of  the  employee 
named  by  the  employee  as  references. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 
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System  name: 

Recruitment,  Employment  and  Internal  Placement 
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System  location:  f 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional  Of¬ 
fices  of  Civilian  Manpower'Management  (ROCMM’s),  Capital  Area 
Personnel  Services  Offices-Navy  (CAPSO-N),  and  Navy  Staff,  head¬ 
quarters,  and  field  activities  employing  civilians.  Mailing  addresses 
are  provided  in  the  Department  of  the  Navy  Directory  published  in 
the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  employees  of  the  Department  of  the 
Navy  and  individuals  who  may  have  applied  for  civilian  positiofis 
with  the  Department  of  the  Navy. 

Categories  of  records  in  the  system:  ^ 

System  comprised  of  automated  and  non-automated  records,  in¬ 
cluding  correspondence,  reflecting  information  pertaining  to  individ¬ 
ual's  identification,  current  and  previous  employment,  related  back¬ 
ground  information  provided  by  the  individual,  education  and  train¬ 
ing,  appraisal  of  individual's  performance  (and  records  of  potential 
obtained  after  September  27,  1975)  by  supervisors  and  by  other 
associates,  and  other  data  needed  for  screening  and  selection,  mating 
and  ranking,  of  candidates  for  positions  of  merit  promotion  and 
continued  employment  with  the  Department  of  the  Navy. 

Authority  for  maintenance  of  the  system: 

Title  5,  use.  Book  I,  Vol.  B,  Chapter  31  'Authority  for  Appoint¬ 
ment’,  Chapter  33  'Examination,  Selection  and  Placement’,  and  Chap¬ 
ter  35  'Retention  Preference,  Restoration  and  Reemployment’.  Ex¬ 
ecutive  Ordere  10577  'Career  Conditional  Appointment  System', 
10774  'International  Organizations’,  10973  'Foreign  Assistance’,  1 1 103 
'Peace  Corps  Volunteers;  employment  of  former’,  11222  'Conduct  of 
Employees  and  Conflicts  of  Interest’,  11315  'Executive  Assignment 
System’,  11478  'Equal  Employment  Opportunity’,  11521  'Transitional 
and  Veterans  Readjustment  Appointments’,  11552  'International  Or¬ 
ganizations'.  11589  'Intergovernmental  Personnel  Act’,  11695  'Stabili¬ 
zation  of  the  Economy’,  11701  'Employment  of  Veterans’,  11813 
'Cooperative  Education'. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  recruitment,  em¬ 
ployment,  merit  promotion  and  internal  placement,  and  non-disciplin- 
ary  separation  of  civilian  employees.  Representatives  of  the  United 
States  Civil  Service  Commission  on  matters  relating  to  the  inspec¬ 
tion,  survey,  audit  or  evaluation  of  Navy  civilian  personnel  manage¬ 
ment  programs,  or  personnel  actions,  or  such  other  matters  under  the 
jurisdicition  of  the  Commission.  The  Comptroller  General  or  any  of 
his  authorized  representatives,  in  the  course  of  the  performance  of 
duties  of  General  Accounting  Office  relating  to  the  Navy's  civilian 
manpower  management  programs.  The  Attorney  General  of  the 
United  States  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement  or  other  matters  under  the  direct  jurisdic¬ 
tion  of  the  Department  of  Justice  or  carried  out  as  the  legal  repre¬ 
sentative  of  the  Executive  Branch  agencies.  Officials  and  employees 
of  other  components  of  the  Department  of  Defense  in  the  perform¬ 
ance  of  their  official  duties  related  to  recruitment,  employment,  inter¬ 
nal  placement,  and  non-disciplinary  separations  of  civilian  employees. 
Officials  and  employees  of  other  Departments  and  agencies  of  the 
Executive  Branch  of  government  upon  request  in  the  performance  of 
their  official  duties  related  to  recruitment,  employment,  internal 
placement,  and  non-disciplinary  separations  of  civilian  employees.  A 
duly  appointed  Hearing  Examiner  or  Arbitrator  (an  employee  of 
another  Fereral  agency)  for  the  purpose  of  conducting  a  hearing  in 
connection  with  an  employee's  grievance  related  to  recruitment,  em¬ 
ployment,  merit  promotion,  internal  placement,  and  non-disciplinary 
separations.  An  arbitrator  who  is  given  a  contract  pursuant  to  the 
negotiated  labor  agreement  to  hear  an  employee’s  grievance  involv¬ 
ing  the  disclosure  of  records  of  employment,  recruitment,  merit  pro¬ 
motion,  internal  placement,  or  nun-disciplinary  separation.  The 
Senate  or  the  House  of  Representatives  of  the  United  States  or  any 
member.  Committee  or  subcommittee  thereof,  any  joint  committee  of 
Congress  or  subcommittee  of  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  re¬ 
cruitment,  employment,  internal  placement  or  non-disciplinary  sepa¬ 
rations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes  and  discs  and  on 
punched  cards.  Manual  records  are  stor^  in  paper  file  folders. 

Retrievahility: 


Automated  records  are  retrieved  by  Social  Security  number  and 
name,  or  by  one,  or  a  combination,  of  characteristics  such  as  educa- 
ton  level,  of  academic  speciality.  Manual  records  are  by  last  name. 

Safeguards: 

Automated  and  manual  records  are  available  only  to  authorized 
personnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  maintained  from  a  minimum  period  of  one  year  to.  in 
some  cases,  permanent  retention. 

System  manager!  s)  and  address: 

The  Director  of  Civilian  Manpower  Management,  and  the  heads  of 
Navy  Staff,  Headquarters  and  field  activities  employing  civilians. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management  or  the  head  of  Navy  Staff,  Head¬ 
quarters  and  field  activities  at  which  the  individual  is  or  w'as  em¬ 
ployed  or  to  which  he  has  submitted  an  application  for  employment. 
The  letter  should  contain  the  full  name  and  Social  Security  account 
number  of  the  requester  and  his  signature.  The  induvidual  may  visit 
the  SYSMANAGER  at  the  address  which  is  provided  in  the  Depart¬ 
ment  of  the  Navy  Directory  published  in  the  Federal  Register.  Proof 
of  identification  will  consist  of  a  Department  of  Defense  (DOD)  or 
Navy  building  pass,  or  identification  badge  or  drivers  license,  or  by 
other  types  of  identification  bearing  picture  or  signature,  or  by  pro¬ 
viding  verbal  information  that  could  be  verfied  with  the  individual's 
records 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Navy  civilain  personnel  offices;  Navy  recruiters;  current  and  previ¬ 
ous  supervisors  of  the  employee;  current  and  previous  asst>ciates  of 
the  employee  named  by  employee  as  references;  educational  institu¬ 
tions;  automated  interface  systems. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N96021-261 

System  name: 

Appraisals  of  Performance  Record  System 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional  Of¬ 
fices  of  Civilian  Manpower  Management  (ROCMM’s),  Capital  Area 
Personnel  Services  Office-Navy  (CAPSO-N);  and  Navy  Staff,  head¬ 
quarters.  and  field  activities  employing  civilians.  Mailing  addres.ses 
are  provided  in  the  Department  of  the  Navy  Directory  published  in 
the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees,  paid  from  appropriated  funds,  serving 
under  career,  career-conditional,  and  excepted  appointments;  except 
those  employees  exempt  by  the  Civil  Service  Commission  and 
OCMM. 

Categories  of  records  in  the  system: 

System  comprised  of  automated  and  non-automated  records  re¬ 
flecting  information  pertaining  to  the  employee's  performance. 
Manual  records  of  evaluations  and  ratings  are  maintained  in  the 
official  personnel  folder  and  other  files  and  may  be  retained  by  the 
supervisor.  Other  files  are  maintained  on  appeals  of  ratings,  corre¬ 
spondence  on  inquiries,  warning  letters,  and  supportive  documenta¬ 
tion  on  unsatisfactory  and  outstanding  ratings. 

Authority  for  maintenance  of  the  system: 

Title  5,  use  4302.  'Performance  Rating  Plans;  Establishment  of.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  involving  the  membership  in 
performance  rating  panels  or  rating  and  ranking  panels  for  merit 
promotion  purposes,  for  merit  promotion  selection  purposes,  for 
aw'ard  purposes,  adverse  action  purposes,  or  for  appeals  purposes,  or 
for  career  ^program  assignment  purposes.  Representatives  of  the 
United  States  Civil  Service  Commission  acting  as  Chairman  of  the 
Statutory  Review  Board  on  appeals  of  performance  ratings  for  pur- 
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poses  of  reviewing  case  files,  conducting  hearings  and  rendering 
decisions.  Representatives  of  the  United  States  Civil  Service  Com¬ 
mission  on  matters  relating  to  the  inspection,  survey,  audit  or  evalua¬ 
tion  of  Navy  civilian  personnel  management  programs  or  such  other 
matters  under  the  jurisdiction  of  the  Commission.  The  Comptroller 
General  or  any  of  his  authorized  representatives,  in  the  course  of  the 
performance  of  duties  of  the  General  Accounting  Office  relating  to 
the  Navy’s  civilian  personnel  records.  The  Attorney  General  of  the 
United  States  or  his  authorized  representatives  in  connection  with 
litigation,  law  enforcement,  or  other  matters  under  the  direct  juris¬ 
diction  of  the  Department  of  .Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies.  Computer  System 
Contractors  and  their  employees  for  purposes  of  automatic  listings  of 
performance  ratings.  A  duly  appointed  Hearing  Examiner  for  the 
purpose  of  conducting  a  hearing  in  connection  with  an  employee’s 
grievance  involving  the  disclosure  of  the  records  pertaining  to  per¬ 
formance  evaluation  and  rating.  The  Senate  or  the  House  of  Repre¬ 
sentatives  of  the  United  States  or  any  member.  Committee  or  sub¬ 
committee  thereof,  any  joint  committee  of  Congress  or  subcommittee 
of  joint  committees  on  matters  within  their  jurisdiction  requiring 
disclosure  of  the  files  or  records  of  the  Appraisals  fo  Performance 
Record  Systems.  Officials  and  employees  of  other  Components  of  the 
Department  of  Defense  in  the  performance  of  their  official  duties 
related  to  the  screening  and  selection  of  candidates  for  vacant  p<«i- 
tions.  Officials  and  employees  of  other  departments  and  agencies  of 
the  Executive  Branch  of  government  upon  request  in  the  perform¬ 
ance  of  their  official  duties  related  to  the  screening  and  selection  of 
candidates  for  vacant  positions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes  and  discs.  Manual 
records  and  computer  print-outs  are  retained  in  paper  file  folders. 

Retrievability: 

Manual  records  retained  by  name.  Computer  records  are  retrieved 
by  Social  Security  number,  payroll  number,  name,  or  other  identifier. 

Safeguards: 

Manual  and  automated  records  are  available  only  to  authorized 
personnel  having  a  need  to  know. 

Retention  and  disposal: 

Computer  tapes  and  discs  are  erased  after  5  years.  Old  computer 
print-outs  are  destroyed  when  the  new  print-outs  are  processed  at  the 
end  of  the  performance  rating  period,  which  is  on  an  annual  basis. 
Manual  records  of  satisfactory  are  retained  for  up  to  three  years  or 
longer  when  used  for  career  management  purposes.  Outstanding  and 
unsatisfactory  ratings  and  supporting  documents  are  retained  perma¬ 
nently  in  the  official  personnel  file  or  for  a  shorter  period  in  other 
files. 

System  manager(s)  and  address: 

The  Director  of  Civilian  Manpower  Management,  and  the  heads  of 
Navy  Staff,  Headquarters  and  field  activities  employing  civilians. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management  or  the  head  of  Navy  Staff,  Head¬ 
quarters  and  field  activities  at  which  the  individual  is  or  was  em¬ 
ployed  or  to  which  he  has  submitted  an  application  for  employment. 
The  letter  should  contain  the  full  name  and  social  security  account 
number  of  the  requester  and  his  signature.  The  individual  may  visit 
the  SYSM.4NAGER  at  the  address  which  is  provided  in  the  Depart¬ 
ment  of  the  Navy  Directory  published  in  the  Federal  Register.  Proof 
of  ideiitification  will  consist  of  a  Department  of  Defence  (CiDD)  or 
Navy  building  pass,  or  identification  badge  or  drivers  license,  or  by 
other  types  of  identification  bearing  picture  or  signature,  or  by  pro¬ 
viding  verbal  information  that  could  be  verified  with  the  individual’s 
record. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SVS.MANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 

sysmanXger. 

Record  source  categories: 

Navy  civilian  personnel  offices;  Navy  recruiters;  current  and  previ¬ 
ous  supervisors  of  the  employee;  current  and  presious  associates  of 
the  employee  named  by  the  employee  as  references. 

Systems  exempted  from  certain  provisions  of  the  act: 


NONE 

N96021-41 

System  name: 

Labor  Management  Relations  Records  System 

System  location: 

Office  of  Civilian  Manpower  Management,  Regional  Offices  of 
Civilian  Manpower  Management,  Capital  Area  Personnel  Services 
Office,  Navy,  and  Navy  Staff,  Headquarters  and  Field  Activities 
employing  civilians.  Mailing  addresses  are  provided  in  the  Depart¬ 
ment  of  the  Navy  Directory,  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees  paid  from  appropriated  and  non-appropri- 
ated  funds,  w'ho  are  involved  in  a  grievance  which  has  been  referred 
to  an  arbitrator  for  resolution;  Navy  civilian  employees  involved  in 
the  filing  of  an  Unfair  Labor  Practice  complaint  which  has  been 
referred  to  the  Assistant  Secretary  of  Labor-Management  Relations; 
union  officials;  union  stewards;  and  representatives. 

Categories  of  records  in  the  system: 

Records  compri.se;  Manual  files,  maintained  in  paper  folders,  man¬ 
ually  filed  by  type  of  case  antr  case  number  (not  individual).  Folder 
contains  all  information  pertaining  to  a  specific  arbitration  case  or 
specific  Unfair  Labor  Practice  with  whom  Navy  has  dealings;  field 
activities  maintain  manual  roster  of  local  union  officials  and  union 
stewards. 

Authority  for  maintenance  of  the  system: 

Executive  Order  11491,  as  amended  ’Labor-Management  Relations 
in  the  Federal  Service.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  Labor-Management 
Relations  Program,  e.g.:  Administration/iniplementation  of  arbitra¬ 
tion  awards;  interpretation  of  the  Executive  Order  through  3rd  party 
ca.se  decisions;  National  Consultation  and  other  dealings  with  recog¬ 
nized  unions.  Representatives  of  the  U.  S.  Civil  Service  Commission 
on  matters  relating  to  the  inspection,  survey,  audit,  or  evaluation  of 
Navy  Civilian  Personnel  Management  Programs.  The  Comptroller 
Ge:ieral  or  any  of  his  authorized  representatives,  in  the  course  of  the 
peformace  of  duties  of-the  General  Accounting  Office  relating  to  the 
Navy’s  Labor  Management  Relations  Program.  Officials  and  employ¬ 
ees  of  other  components  of  the  Department  of  Defense  in  the  per¬ 
formance  of  their  official  duties  related  to  the  administration  of  the 
Labor-  Management  Relations  Program.  A  duly  appointed  hearing 
examiner  or  arbitrator  for  the  purpose  of  conducting  a  hearing  in 
connection  with  an  employee’s  grievance.  An  arbritrator  who  is 
given  a  contract  pursuant  to  a  negotiated  labor  agreement  to  hear  an 
employee’s  grievance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  are  stored  in  paper  folders. 

Retrievability: 

Manual  records  are  retrieved  by  case  subject,  case  number,  and/or 
individual  employee  names. 

Safeguards: 

All  manual  files  are  accessible  only  to  authorized  personnel  having 
a  need  to  know. 

Retention  and  disposal: 

Case  files  are  permanently  maintained.  Union  official  rosters  are 
normally  destroyed  after  a  new  roster  has  been  established. 

System  manager(s)  and  address: 

The  Director  of  Civilian  Manpower  Management,  Department  of 
the  Navy,  Washington,  D.  C.  20390. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management  (Attn:  Code  04),  Department  of  the 
Navy,  Washington,  D.  C.  20390;  field  activities. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMAN.AGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appeaing  initial  deteiminatinns  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 
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Navy  civilian  personnel  ofTices;  arbitrator’s  office;  office  of  the 
Assistant  Secretary  of  Labor  for  Labor-Management  Relations;  union 
headquarters  offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N96021-4J1 

System  name: 

Employee  Relations  Including  Discipline,  Employee  Grievances, 
Complaints,  etc. 

System  location: 

Office  of  Civilian  Manpower  Management,  Regional  Offices  of 
Civilian  Manpower  Management,  Capital  Area  Personnel  Services 
Office,  Navy,  and  Navy  Staff,  Headquarters  and  Field  Activities 
employing  civilians.  Mailing  addresses  are  provided  in  the  Depart¬ 
ment  of  the  Navy  Directory,  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees,  paid  from  appropriated  funds  serving 
under  career,  career-conditional,  temporary  and  excepted  service  ap¬ 
pointments  on  whom  discipline,  grievances,  and  complaints  records 
exist.  Discrimination  complaints  of  Navy  civilian  employees,  paid 
from  appropriated  and  non-appropriated  funds,  applicants  for  em¬ 
ployment  and  former  employees  in  appropriated  and  non-appropri¬ 
ated  positions.  Appeals  oi  Navy  civilian  employees  paid  frm  appro¬ 
priated  funds.  Filipino  employee  appeal  case  files  (’Filipinos  who  are 
lawfully  admitted  residents.’)  Cases  review'ed  by  CINCPAC  under 
Filipino  Employment  Policy  Instructions.  Management  Operation 
Record  System  consisting  of  manual  file  maintained  by  immediate 
supervisors  and  high  level  managers  concerning  employee  perform¬ 
ance,  capability,  informal  discipline,  attendance,  leave  and  tardiness, 
work  assignments,  and  similar  work  related  employee  records. 

Categories  of  records  in  the  system: 

Manual  files,  maintained  in  paper  folders,  contain  copies  of  docu¬ 
ments  and  information  pertaining  to  discipline,  grievances,  com¬ 
plaints,  and  appeals. 

Authority  for  maintenance  of  the  system: 

Executive  Order  9830,  Amending  the  Civil  Service  Rules  and 
Providing  for  Federal  Persohnel  Administration;  4  U.S.C.  1302.  3301, 
3302;  Executive  Order  10577,  Amending  the  Civil  Service  Rules  and 
Authorizing  a  New  Appointment  System  for  the  Competitive 
System.  P.L.  92-261,  The  Equal  Employment  Opportunity  Act  of 
1972;  P.L.  93-259,  extension  of  Age  Discrimination  in  Employment 
Act  of  1967.  5  U.S.C.  7512;  Executive  Order  11491,  Labor-Manage¬ 
ment  Relations  in  the  Federal  Service. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  of  the  Department  of  the  Navy  in  the  performance  of 
their  official  duties  related  to  the  management  of  civilian  employees 
in  the  processing,  administration,  and  adjudication  of  discipline, 
grievances,  complaints,  appeals,  litigation,  and  program  evaluation. 
Representatives  of  the  United  States  Civil  Service  Commission  on 
matters  relating  to  the  inspection,  survey,  audit  or  evaluation  of 
Navy  civilian  personnel  management  programs  or  personnel  actions, 
or  such  other  matters  under  the  Jurisdiction  of  the  Commission. 
Appeals  officers  and  complaints  examiners  of  the  Federal  Employee 
Appeals  Authority  for  the  purpose  of  conducting  hearings  in  connec¬ 
tion  with  employees  appeals  from  adverse  actions  and  formal  dis¬ 
crimination  complaints.  The  Comptroller  General  or  any  of  his  au¬ 
thorized  representatives,  in  the  course  of  the  performance  of  duties  of 
the  Generd  Accounting  Office  relating  to  the  Navy’s  civilian  man¬ 
power  management  programs.  The  Attorney  General  of  the  United 
States  or  his  authorized  rcpresentatves  in  connection  with  litigation, 
law  enforcement,  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  carried  out  as  the  legal  representative  of 
the  Executive  Branch  agencies.  The  Senate  or  the  House  of  Repre¬ 
sentatives  of  the  United  States  or  any  member,  committee  or  subcom¬ 
mittee  of  joint  committees  on  matters  within  their  jurisdiction  relat¬ 
ing  to  the  above  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  are  stored  in  paper  folders. 

Retrievability: 

Manual  records  are  filed  by  last  name.  .  . 

Safeguards: 

All  records  are  stored  under  strict  control,  and  are  available  only 
to  authorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 


Manual  records  are  destroyed  upon  separation  of  the  employee 
from  the  activity,  or  in  accordance  with  appropriate  record  disposal 
schedule.  ^ 

System  manageKs)  and  address: 

The  Director  of  Civilian  Manpower  Management.  Department  of 
the  Navy,  Washington,  D.C.  20390. 

Notification  procedure: 

Request  by  correspondence  should  be  addres.scd  to  the  Director  of 
Civilian  Manpower  Management,  Department  of  the  Navy,  Washing¬ 
ton,  D.C.  20390,  Commanding  Officers  or  Heads  of  Navy  Staff 
Headquarters  and  Field  Activities.  The  letter  should  contain  the  full 
name,  social  security  number,  and  signature  of  the  requester.  The 
individual  may  visit  the  Director  of  Civilian  Manpower  Management, 
Department  of  the  Navy,  Washington,  D.C.  or  the  Navy  activity  at 
which  he  or  she  is  employed.  The  addresses  of  these  activities  are 
provided  in  the  Department  of  the  Navy  Directory,  published  in  the 
Federal  Register. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures:  ' 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories: 

Supervisors  or  other  appointed  officials  designated  for  this  pur- 
Pi)se. 

Systems  exempted  from  certain  provisions  of  the  act; 

NONE 

N9602 1-433 

System  name: 

Employee  Assistance  Program  Case  Record  System 

System  location: 

Office  of  Ciilian  Manpower  Management,  Regional  Offices  of  Ci¬ 
vilian  Manpower  Management,  Capital  Area  Personnel  Services 
Office,  Navy,  and  Navy  Staff,  Headquarters  and  Field  Activities 
employing  civilians.  Mailing  addresses  are  provided  in  the  Depart¬ 
ment  of  the  Navy  Directory,  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

All  civilian  employees  in  appropriated  and  non-appropriated  fund 
activities  who  are  referred  by  management  for,  or  voluntarily  re¬ 
quest,  counseling  assistance. 

Categories  of  records  in  the  system: 

System  is  comprised  of  case  records  on  employees  w  ho  are  pa¬ 
tients  (counselees)  which  are  maintained  by  individual  counselors  and 
consist  of  information  on  condition,  current  status,  and  progress  of 
employees  or  dependents  who  have  alcohol,  drug,  emotional,  or 
other  personal  problems. 

Authority  for  maintenance  of  the  system: 

Drug  Abuse  Office  and  Treatment  Act  of  1972,  as  amended  by 
Public  Law  93-282  (21  U.S.C.  1175);  Comprehensive  Alcohol  Abuse 
and  Alcoholism  Prevention,  Treatment,  and  Rehabilitation  Act  of 
1970,  as  amended  by  Public  Law  93-282  (42  U.S.C.  4582);  Sub¬ 
chapter  A  of  Chapter  I,  Title  42,  Code  of  Federal  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  Navy  counselor  in  the  execution  of  his  counseling 
function  'as  it  applies  to  the  individual  patient ,  (counselee).  With 
specific,  w  ritten  authority  of  the  patient,  selected  information  may  be 
provided  to  and  used  by  other  counselors  or  medical  personnel, 
research  personnel,  employers,  patient  representatives  such  as  legal 
counsel,  and  to  other  agencies  or  individuals  when  disclosure  is  to 
the  patient’s  benefit,  such  as  for  processing  retirement  applications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Case  records  are  stored  in  paper  file  folders. 

Retrievability: 

By  employee  name  or  by  locally  assigned  identifying  number. 

Safeguards: 

All  records  are  stored  under  strict  control.  They  are  maintained  in 
spaces  normally  accessible  only  to  authorized  persons,  normally  in 
locked  cabinets. 

Retention  and  disposal: 
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Records  are  purged  of  patient  identifying  information  within  five 
years  after  termination  of  counseling. 

System  managerts)  and  address: 

The  Director  of  Civilian  Manpower  Management  and  Employee 
Assistance  Program  Administrators  at  Department  of  the  Navy  Staff, 
headquarters  and  field  activity  levels. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management  or  to  the  appropriate  Employee 
Assistance  Program  Administrator.  The  letter  should  contain  the  full 
name  and  signature  of  the  requester  and  the  approximate  period  of 
time,  by  date,  during  which  the  case  record  was  developed. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Counselors;  other  officials,  individuals  or  practitioners;  and  other 
agencies  both  in  and  outside  of  Government. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N96021-434 

System  name: 

Suggestions  and  Awards  Record  System 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional 
Office  of  Civilian  Manpower  Management  (ROCMM),  Capital  Area 
Personnel  Sei  vices  Office,  Navy  (CAPSO-N),  and  Navy  Staff,  head¬ 
quarters  and  field  activities.  Addresses  are  provided  in  the  Depart¬ 
ment  of  the  Navy  Directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees  paid  from  appropriated  funds,  military 
.personnel  on  active  duty,  and  private  citizens  who  have  received  or 
have  been  nominated  for  Department  of  Navy,  Department  of  De¬ 
fense  or  Presidential  awards. 

Categories  of  records  in  the  system: 

Automated  records  contain  data  relating  to  Quality  (Salary)  In¬ 
creases.  Manual  records  contain  information  relating  to  Superior  Per¬ 
formance,  Special  Achievements,  Beneficial  Suggestions,  Inventions, 
Scientific  Achievements,  Navy  honorary  aw'ards,  such  as  Distin¬ 
guished  Civilian  Service  Award,  non-Navy  awards;  e.g..  Rockefeller 
Public  Service  Award  and  Civil  Service  League  Awards.  Records  of 
awards  to  private  citizens  for  contributions  benefitting  the  Navy  are 
also  maintained. 

Authority  for  maintenance  of  the  system: 

Section  4503  of  Title  5,  U.S.  Code  (Civilian  cash  awards),  10  USC 
1124,  P.L.  89-198  (Cash  .Aw'ards  for  Suggestions,  Inventions,  and 
Scientific  Achievements  for  Military  Personnel). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  recognition  of  accom¬ 
plishments  and  contributions  by  Navy  Department  personnel  and 
related  statistics.  Representatives  of  the  U.S.  Civil  Service  Commis¬ 
sion  on  matters  relating  to  inspection,  survey,  audit  or  evaluation  of 
Navy  Incentive  Awards  Programs.  The  Comptroller  General  or  any 
of  his  authorized  representatives  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  Navy  Incen¬ 
tive  Awards  Program.  The  .Attorney  General  of  the  United  States  or 
his  authorized  representatives  with  respect  to  litigation  or  other  mat¬ 
ters  under  the  jurisdiction  of  the  Department  of  Justice  or  carried  out 
as  the  legal  representatise  of  Executive  Branch  agencies.  Officials 
and  employees  of  ihe  other  components  of  the  Department  of  De¬ 
fense  in  performance  of  their  official  duties  relating  to  matters  of 
mutual  concern  with  respect  to  the  DOD  Incentive  Awards  Pro¬ 
grams.  Officials  and  employees  of  other  Departments  and  agencies  of 
the  Executive  Branch  of  the  Government  in  the  performance  of  their 
official  duties  relating  to  matters  of  mutual  concern  regarding  Incen¬ 
tive  Systems  Programs  of  the  U.S.  Government.  A  duly  appointed 
Hearing  Examiner  or  Arbitrator  for  the  purpose  of  conducting  a 
hearing  in  connection  with  an  employee’s  grievance  or  complaints 
involving  disclosure  of  Ihe  status  or  disposition  of  award  claim  or 
nominations.  Any  member  or  official  representative  of  the  l.egislative 


Branch  of  U.S.  Government  on  matters  within  their  Jurisdiction  or  in 
behalf  of  constituents  involving  disclosure  of  records  of  Ihe  Navy 
Incentive  Awards  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes,  discs,  and/or  on 
punched  cards.  Manual  records  are  stor^  in  paper  file  folders. 

Retrievability: 

Automated  records  are  retrived  by  social  security  number  and 
name,  or  by  one,  or  a  combination  of  characteristics,  academic  speci¬ 
ality.  Manual  records  arc  by  last  name. 

Safeguards: 

The  computer  facility  and  terminal  are  located  in  restricted  areas 
accessible  only  to  authorized  persons  who  are  properly  screened, 
cleared  and  trained.  Manual  records  and  computer  printouts  are 
available  only  to  authorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Computer  tapes  and  discs  are  erased  five  years  after  they  are 
created.  Most  manual  records  of  Beneficial  Suggestions  are  destroyed 
two  years  after  the  cases  are  closed.  Others  are  retired  in  accordance 
with  the  appropriate  activity  records  disposal  schedule.  Most  honor¬ 
ary  awards  records  are  retained  two  to  five  years  and  sent  to  the 
Records  Center  or  destroyed.  Records  of  awards  conferred  by  the 
Secretary  of  the  Navy  are  retained  indefinitely  in  OCMM  for  avail¬ 
ability  of  information  often  requested  by  authorized  sources. 

System  manager(s)  and  address: 

The  Director  of  Civilian  Manpower  Management  and  the  heads  of 
Navy  staff,  headquarters  and  field  activities.  Addresses  are  pn>vided 
in  the  Department  of  Navy  Directory  published  in  the  Federal  Reg¬ 
ister. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management  or  to  the  Head  of  Navy  Staff, 
headquarters  or  field  activity  where  the  individual  is  or  was  em¬ 
ployed.  The  letter  should  contain  the  full  name  and  social  security 
account  number  of  the  requester  and  his  signature.  The  individual 
may  visit  OCMM,  the  Civilian  Personnel  Office  of  the  Navy  activity 
at  which  he  is  or  was  previously  employed,  or  of  the  nearest  Navy 
activity,  which  office  will  contact  the  Office  of  Civilian  Manpow'er 
Management,  if  no  record  is  locally  available.  Proof  of  identification 
will  consist  of  a  Department  of  Defense  (DOD)  or  Navy  building 
pass,  or  identification  badge  or  driver’s  license,  or  by  other  types  of 
identification  bearing  picture  or  signature,  or  by  providing  verbal 
information  that  could  be  verified. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  Department  of  the  Navy’s  rules  for  access  to  records  and  for 
contesting  contents  and  appealing  initial  determinations  by  the  indi¬ 
vidual  concerned  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Navy  civilian  personnel  offices  and  current  and  previous  supervi¬ 
sors  of  the  employee. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

.\96021-44A 

System  name: 

Navy  Central  Clearance  Group  (NCCG)  Records 

System  location: 

Office  of  Civilian  Manpower  Management  (Code  44),  Deparfmeiii 
of  the  Navy,  Washington,  DC  20390 

Categories  of  individuals  covered  by  the  system: 

'  Incumbent  and  former  civilian  employees  in  and  applicants  for 
sensitive  and  nonsensitive  postions  at  Department  of  the  Navy  appro- 
'priated  fund  activities. 

Categories  of  records  in  the  system: 

The  records  are  comprised  of  (1)  reports  and  other  investigative 
material  and  information  developed  by  investigations  conducted  by 
Federal  investigative  agencies  pursuant  to  statute  and  executive 
order;  (2)  reports  of  arrest,  criminal  activity  and  theirdisposition,  (3) 
results  of  the  review  of  the  reports  by  the  NCCG,  including  the 
security  or  suitability  determination  made  on  the  ca.se;  (4)  copies  of 
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correspondence  regarding  the  case  and/or  reflecting  the  determina¬ 
tion  made  by  the  NCCG;  and  (S)  an  index  file  card  on  each  case. 

Authority  for  maintenance  of  the  system: 

(1)  Executive  Order  10450  (as  amended),  ’Security  Requirements 
for  Government  Employment’.  (2)  5  USC  7532,  'Suspension  and 
Removal’. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  records  are  maintained  (1)  to  meet  the  statutory  requirements 
of  5  USC  7532  and  E.O.  10450  which  require  the  establishment  and 
maintenance  of  an  effective  program  to  insure  that  the  employment 
and  retention  in  employment  of  any  civilian  officer  or  employee 
within  the  Department  is  clearly  consistent  with  the  interest  of  the 
national  security  and  which  require  adjudication  and  readjudication 
of  the  information  as  appropriate,  and  (2)  to  have  the  material  fur¬ 
nished  by  the  Civil  Service  Commission  readily  available  for  return 
to  the  Commission  upon  request.  Upon  receipt  of  investigative  re¬ 
ports  and  security  information  on  civilian  employees  and  applicants, 
the  NCCG  reviews  the  material.  The  Office  of  Civilian  Manpower 
Management  (OCMM)  Security  Branch  then  transmits  the  material 
to  the  employing  activity  with  a  letter  or  stamped  endorsement 
apprising  the  command  of  the  security  determination  made  by  the 
NCCG.  During  the  period  that  the  reports  and  documents  are  at  an 
activity,  the  material  is  under  the  custody  of  the  activity’s  Security 
Manager.  Following  the  review  of  the  material  by  the  activity’s 
commanding  officer  or  his  designee,  the  material  is  (1)  returned  to 
the  source  from  which  received,  if  required,  (2)  retained  until  the 
employee  is  separated,  or  (3)  destroyed  if  it  is  of  no  further  value.  If 
the  employing  activity  determines  that  an  adverse  action  aganst  the 
employee  is  warranted  based  on  information  in  the  report,  appropri¬ 
ate  action  in  accordance  with  Civil  Service  Commission  suitability 
procedures  is  initiated  by  the  activity.  In  some  cases  the  NCCG  will 
make  a  suitability  determination.  Other  users  of  the  records  may 
include  members  of  Security  Hearing  Boards  and  officials  and  em¬ 
ployees  of  the  Department  of  the  Navy  in  performance  of  their 
official  duties  related  to  the  Department  of  the  Navy  Civilian  Perst>n- 
nel  Security  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  file  folders  and  on  file  cards 

Retricvability: 

Name  (last,  first,  middle)  and  date  of  birth. 

Safeguards: 

Records  maintained  in  GSA  approved  security  containers  accessi¬ 
ble  only  to  authorized  employees  of  OCMM  Security  Branch  who 
are  properly  screened  and  trained  and  who  have  proper  security 
clearance. 

Retention  and  disposal: 

Records  with  the  exception  of  the  index  file  card  are  retained  in 
active  file  until  end  of  third  calendar  year  following  last  entry  and 
then  retired  to  the  Federal  Records  Center,  Suitland,  MD.  Index 
cards  are  retained  in  active  file  until  destroyed.  Records  are  de¬ 
stroyed  in  accordance  with  GSA  General  Schedule  18. 

System  manager(s)  and  address: 

The  Director  of  Civilian  Manpower  Management.  Department  of 
the  Navy,  Washington,  DC  20390. 

Notification  procedure: 

Request  should  be  by  correspondence  addressed  to  the  Director  of 
Civ  ilian  Manpower  Management  (Attn:  Code  44),  Department  of  the 
Navy,  Washington,  DC  20390.  The  letter  should  contain  the  full 
name,  date  and  place  of  birth,  and  social  security  number  of  the 
requester  and  his  signature. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
d.eterminations  by  the  individual  concerned  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories: 

Investigation  results  and  information  provided  by  appropriate  in¬ 
vestigative  agencies  of  the  Federal  Government. 

Systems  exempted  from  certain  provisions  of  the  act: 


Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

N96021-44B 

System  name: 

Civilian  Personnel  Security  Files 

System  location: 

Department  of  the  Navy  Staff,  Headquarters  and  Field  Activities 
employing  civilians  in  sensitive  and  nonsensitive  positions.  Official 
mailing  addresses  are  provided  in  the  Department  of  the  Navy  Direc¬ 
tory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employee,  nonappropriated  fund  employees,  contractor 
employees  and  visitors  requiring  base  or  activity  access,  and  appli¬ 
cants  under  consideration  for  employment  within  the  employing  ac¬ 
tivity. 

Categories  of  records  in  the  system: 

Files  contain  records  and  information  appropriate  to  the  activ  ities 
civilian  employee  security  program  and  may  include  certificates  of 
personnel  security  clearances  and  source  documents  which  identify 
the  appropriate  investigative  basis  for  clearance  eligibility,  security 
access  information,  copies  of  requests  for  investigation,  personal  his¬ 
tory  and  qualifications  statements  and  other  information  provided  by 
the  employee,  signed  security  briefing  and  debriefing  statements,  ex¬ 
ception  documents,  copies  of  letters  of  reprimand  or  suspension, 
memorandums  between  the  personnel  officer  or  other  officers  and 
the  security  manager,  final  and  interim  reports  of  investigations  com¬ 
pleted,  correspondence  concerning  personnel  security  matters,  rec¬ 
ords  of  security  orientation,  education  and  training  provided  employ¬ 
ees,  internal  security  information,  records  of  security  violations,  and 
information  from  law  enforcement  agencies,  former  employers  and 
superv  isors,  references  and  schools  attended. 

Authority  for  maintenance  of  the  sy  stem: 

Executive  Order  10450  (as  amended),  ’Security  Requirements  for 
Government  employment’  Internal  Security  Act  1950,  18  USC  1382, 
and  Title  18  U.S.  code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  an  effective  program  to  insure  that  the  employment 
and  retention  in  employment  of  any  civilian  officer  or  employee 
within  the  activity  is  clearly  consistent  with  the  interests  of  national 
security.  To  determine  the  investigative  requirements  for  appoint¬ 
ment  and  retention  of  civilian  officers  and  employees.  To  provide 
information  concerning  the  security  clearance  and  degree  of  access 
granted  each  employee.  To  provide  a  basis  by  which  an  applicant  or 
employee  may  be  determined  suitable  for  employment  or  retention  in 
employment  in  sensitive  or  nonsensitive  positions  within  the  Federal 
civilain  service.  To  provide  a  record  of  favorable  security  and  suit¬ 
ability  determinations  made  by  the  Navy  Central  Clearance  Group, 
of  favorable  and  unfavorable  determinations  made  by  the  Secretary 
of  the  Navy  and  of  suitability  determinations  made  by  the  Civil 
Service  Commission  and  the  activity.  Users  include  officials  and 
employees  of  the  Department  of  the  Navy  in  the  performance  of 
their  official  duties  related  to  the  Department  of  the  Navy  Civilian 
Personnel  Security  Program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  on  file  cards. 

Retricvability: 

Name  (last,  first,  middle),  date  of  birth,  and  social  security  number. 

Safeguards: 

Safekeeping  and  storage  in  accordance  with  the  Department  of  the  ' 
Navy  Information  Security  Program  Regulation.  OPN.W'  5510. IE. 
Chapter  V. 

Retention  and  disposal: 

Records  are  retained  during  the  employment  of  the  employee  at 
the  activity,  and  during  period  applicants  are  being  considered  for 
employment,  but  may  be  disposed  of  at  any  time  after  serving  their 
purpose.  The  records  are  disposed  of  upon  separation  (retirement, 
transfer,  resignation,  termination,  etc.)  of  the  employee.  Disposal  may 
be  made  by  (1)  return  to  the  source  from  which  received,  if  required, 
(2)  forwarding  to  the  Department  of  Defence  activity  to  which  an 
employee  is  transferred,  or  (3)  destruction. 

System  manager(s)  and  address: 
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Commanding  ofTicers  of  Heads  of  Department  of  the  Navy  Staff, 
Headquarters  and  field  activities  employing  civilians. 

Notification  procedure: 

Request  should  be  by  correspondence  addressed  to  the  SYSMAN- 
AGER.  The  letter  should  contain  the  full  name,  date  and  place  of 
birth,  and  social  security  number  of  the  requester  and  his  signature. 
Official  mailing  addresses  are  provided  in  the  Department  of  the 
Navy  Directory,  published  in  the  Federal  Register.  The  employee 
may  visit  the  ^curity  Manger’s  Office  of  the  activity  at  which  she 
or  he  is  employed. 

Record  access  procedures: 

The  agency’s  rules  for  access  may  be  obtained  from  SYSMAN- 
AGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  conicsiing  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from 
SYSMANAGER. 

Record  source  categories:  ' 

Investigation  results  and  information  provided  by  appropriate  iq- 
vestigative  agencies  and  the  Office  of  Civilian  Manpower  Nfanage- 
ment. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  5  U.S.C.  552  a  (j)  or  (k), 
as  applicable.  For  additional  information  contact  the  System  Man¬ 
ager. 

.  N96t)21-51 

System  name: 

Job  Evaluation,  Position  Classification,  Job  Grading,  Position  Man¬ 
agement,  etc. 

System  location: 

Office  of  Civilian  Manpower  Management,  Department  of  the 
Navy;  Regional  Offices  of  Civilain  Manpower  Management;  Capital 
Area  Personnel  Servicing  Office-Navy;  and  Navy  Staff,  Headquar¬ 
ters,  and  Field  Activities  employing  civilians.  Mailing  addresses  are 
provided  in  the  Deparimcnl  of  the  Navy  directory  published  in  the 
Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Civilain  employees  paid  from  appropriated  and  non-appropriated 
funds,  serx’ing  in  jobs  and  positions  covered  by  Title  5,  United  States 
Code. 

Categories  of  records  in  the  system: 

System  is  comprised  of  descriptions  of  duties  and  responsibilities 
constituting  jobs  and  positions  to  which  individual  employees  are 
assigned,  evaluation  statements  regarding  those  jobs  and  positions, 
audit  notes  related  to  those  jobs  and  positions,  appeal  decisions  re¬ 
garding  those  jobs  and  positions,  and  other  miscellaneous  information 
which  relates  to  those  jobs  and  positions.  Files  are  maintained  in 
loose  leaf  binders  or  paper  folders  which  are  filed  by  organizational 
location,  (K'cupational  title,  occupational  code,  and/or  employee’s 
name. 

Authority  for  maintenance  of  the  system: 

Title  5,  United  States  Code  Sections  5101,  5106,  5107,  5108.  5110, 
5112,  5II.V  5346  Classification,  Pay  Rates  and  Systems 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy,  the  De¬ 
partment  of  Defense,  and  the  Civil  Service  Commission  in  the  per¬ 
formance  of  their  duties  related  to  recruitment,  selection,  retention, 
training,  and  promotion  of  employees,  classification  of  positions  and 
grading  of  jobs,  adjudication  of  employee  appeals,  management  of 
resources,  determination  of  pay  rates  for  employees,  determination  of 
benefits  for  employees,  and  other  management  related  functions 
which  involve  the  categorization  of  jobs,  positions,  or  employees  by 
the  types  of  duties  and  responsibilities  assigned  and/or  performed. 
Labor  organization  members  and/or  representatives  involved  in  rep¬ 
resentation  of  employees  in  grievance  and  appeal  cases.  The  Comp¬ 
troller  General  of  the  United  States  or  his  representatives  in  the 
performance  of  duties  related  to  the  management  of  government 
operations.  The  Attorney  General  of  the  United  States  or  his  repre¬ 
sentatives  in  cases  involving  litigation,  law  enforcement,  or  other 
official  matters.  Hearing  examiners  and/or  arbitrators  during  hearings 
regarding  employee  grievances.  Members  or  committees  of  the  Con¬ 
gress  of  the  United  States  in  cases  wherein  civilian  employment 
matters  are  under  study  or  investigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 


Storage: 

Records  are  stored  in  Kxise  leaf  binders  or  paer  file  folders. 

Retrievability: 

Records  are  retrieved  by  job  or  position  title,  job  or  position 
number,  organizational  location,  job  or  position  occupational  code, 
and/or  by  employee  name  directly  or  through  cross  reference  files 
maintained  by  other  entities. 

Safeguards: 

Files  are  maintained  in  standard  file  cabinets  or  bookcases.  Files 
are  located  in  buildings  or  spaces  which  are  locked  to  the  public 
during  non-working  hours.  Files  are  issued  only  on  the  basis  of  a 
demonstrated  need  to  know. 

Retention  and  disposal: 

Files  are  maintained  during  the  period  of  their  currency  and  must 
be  maintained  for  2  years  after  pivsitions  or  jobs  are  abolished  or 
superseded. 

System  managerts)  and  address: 

The  Director  of  Civilian  Manpower  Management  and  the  heads  of 
Navy  Staff,  Headquarters,  and  Field  Activities  employing  civilians. 
Addresses  are  provided  in  the  Department  of  the  Navy  directory 
published  in  the  Federal  Register. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management,  Department  of  Navy,  Washington, 
D.C.  20390,  or  the  head  of  the  concerned  Navy  Staff,  Headquarters, 
or  Field  Activity  of  current  or  former  employment.  Mailing  addres.s- 
es  for  the  concerned  activities  are  provided  in  the  Department  of  the 
Navy  directory  published  in  the  Federal  Register.  Corresponcence 
should  contain  the  requester’s  name,  job  or  position  title,  series  and 
grade,  organizational  assignment,  employing  activity  name  and  ad¬ 
dress,  and  official  signature  or  witnessed  mark.  The  individual  re¬ 
quester  may  visit  the  Office  of  Civilian  Manpower  Management, 
1735  North  Lynn  Street,  Arlington  Virginia,  the  various  Regional 
Offices  of  Civilian  Manpower  Management,  Navy  Staff  or  Headquar¬ 
ters  offices,  or  the  Personnel  Office  of  the  Navy  activity  at  which 
currently  or  formerly  employed  or  of  the  nearest  Navy  activity  to 
request  information.  The  office  contacted  will  contact  the  cognizant 
office  by  telephone  if  no  record  is  locally  available  and  the  cognizant 
office  can  be  identified.  Addresses  of  activities  and  offices  are  pro¬ 
vided  in  the  Department  of  the  Navy  directory  published  in  the 
Federal  Register.  Prtxif  of  identification  will  consist  of  a  Department 
of  Defense  (DOD)  or  Navy  building  pass  or  identification  budge, 
driver’s  license,  or  other  type  of  identification  bearing  a  photograph 
or  signature  or  both,  or  by  pros  iding  verbal  information  that  can  be 
verified  by  reference  to  the  file  information  requested. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  api^aling  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Navy  Civilain  Personnel  Offices  and  their  representatives,  current 
and  previous  supervisors  and/or  associates  of  the  employee,  employ¬ 
ees’  representatives,  and  other  miscellaneous  sources  having  knowl¬ 
edge  of  the  employees’  assigned  duties  and  responsibilities,  past  and 
present. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

\9602l-.53 

System  name: 

Health  Programs,  Insurance  and  Annuties 

System  location: 

Office  of  Civilian  Manpower  Management,  Heads  of  Navy  Staff, 
Headquarters  and  Field  Activities  employing  civilians.  Mailing  ad¬ 
dresses  are  provided  in  the  Department  of  the  Navy  directory  pub¬ 
lished  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees  who  are  injured  while  in  the  performance 
of  duty. 

Categories  of  records  in  the  system: 

Files  consist  of  non-automated  records  concerning  information  per¬ 
taining  to  the  employee’s  identification,  address,  injury  or  ix’cupa- 
tional  disease,  and  attending  physician’s  report. 
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Authority  for  maintenance  of  the  system: 

Title  5,  U.S.  Code  8120,  Report  of  injury  and  8121,  Claim 
*  Routine  uses  o(  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  and  the 
Department  of  Labor  in  the  performance  of  their  official  duties 
related  to  the  processing  of  injury  compensation  claims.  The  Comp¬ 
troller  General,  or  any  of  his  authorized  representatives,  in  the  per¬ 
formance  of  duties  of  the  General  Accounting  Office  with  regard  to 
claims  arising  from  on-the-job  injuries.  The  Justice  Department  in  the 
event  of  litigation,  insuring  agencies,  the  Civil  Service  Commission, 
and  beneficiaries,  or  their  legal  representatives,  in  connection  with 
injury,  health  benefits,  or  life  insurance  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  stored  in  paper  file  folders 

Retrievability: 

Records  are  retrieved  by  employee  name  dii  ectly. 

Safeguards: 

Records  are  available  only  to  authorized  personnel  having  a  need 
to  know. 

Retention  and  disposal: 

Manual  records  are  kept  indefinitely 

System  managerts)  and  address: 

The  Director  of  Civilian  Manpower  Management,  and  the  Heads 
of  Navy  Staff,  Headquarters,  and  Field  Activities  employing  civilians 
Addresses  are  provided  in  the  Department  of  the  Navy  directory 
published  in  the  Federal  Register. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management,  Department  of  the  Navy,  Washing¬ 
ton,  D.C.  20390,  or  the  head  of  the  concerned  Navy  Staff,  Headquar¬ 
ters,  of  Field  Activities.  Mailing  addresses  for  the  concerned  activi¬ 
ties  are  provided  in  the  Department  of  the  Navy  directory  published 
in  the  Federal  Register.  Correspondence  should  contain  the  reques¬ 
tor's  name,  employing  activity  name  and  address,  and  official  signa¬ 
ture.  The  individual  requestor  may  visit  the  Office  of  Civilian  Man¬ 
power  Management,  1735  North  Lynn  Street,  Arlington,  Virginia, 
Navy  Staff  or  headquarters  offices,  or  the  Safety  Office  of  the  Navy- 
activity  at  which  currently  or  formerly  employed. 

Record  access  procedures: 

The  agency's  rules  Cor  access  to  records  may  be  obtained  from  the 
systems  manager. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
systems  manager. 

Record  source  categories: 

Navy  safety  offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

N96021-54 

System  name: 

Travel  Allowance  Claims  Record  System 

System  location: 

Office  of  Civilian  Manpower  Management.  Department  of  the 
Navy;  Regional  Offices  of  Civilian  Manpower  Management;  Capital 
Area  Personnel  Servicing  Office-Navy;  and  Navy  Staff,  Headquar¬ 
ters,  and  Field  Activities  employing  civilians.  Mailing  addresses  are 
provided  in  the  Department  of  the  Navy  directory  published  in  the 
Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees,  with  or  without  compensation,  or  a  new 
appointee  to  a  position  outside  the  continental  United  States,  or  to 
certain  positions  within  the  50  States  and  the  District  of  Columbia. 
When  performing  official  travel  at  the  expense  of  the  Department  of 
the  Navy,  employees  of  other  Government  departments  and  agen¬ 
cies. 

Categories  of  records  in  the  system:  System  comprises  nonautomat- 
ed  records  reflecting  information  pertaining  to  the  employee's  identi¬ 
fication,  travel  authorizations  including  dates  of  travel,  expense  in¬ 
curred.  locations  visited;  movement  of  household  goods  including 
weight,  method  and  cost  of  shipment;  and  number  and  identification 
of  dependents. 


Authority  for  maintenance  of  the  system: 

Chapter  57  of  Title  5,  United  States  Code,  Travel,  Transportation 
and  Subsistence 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  authorization  of 
official  travel,  reinbursement  of  expenses  incurred  by  the  travelers, 
and  auditing  of  travel  claims  and  payments  made  to  travelers.  The 
Comptroller  General,  or  any  of  his  authorized  representatives,  in  the 
performance  of  duties  of  the  General  Accounting  Officer  relating  to 
the  review  of  supplemental  travel  claims  and  to  other  aspects  of  the 
Navy’s  civilian  manpower  management  programs.  The  Department 
of  Defense  Per  Diem,  Travel  and  Transportation  Allowance  Com¬ 
mittee  in  its  review  of  requests  for  actual  expense  allowances.  The 
Justice  Department  in  the  event  of  litigation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  ~ 

Records  are  stored  in  paper  file  folders 

Retrievability: 

Records  are  retrieved  by  last  name 

Safeguards: 

Records  are  maintained  in  file  cabinets  in  buildings  or  spaces 
which  are  locked  to  the  general  public  during  non-working  hours 
and  are  available  only  to  authorized  prsonnel  having  a  need  to  know. 

Retention  and  disposal: 

Records  are  maintained  indefinitely 

System  manageris)  and  address: 

The  Director  of  Civilian  Manpower  Management  and  the  heads  of 
Navy  Staff,  Headquarters,  and  Field  Activities  employing  civilians. 
Addresses  are  provided  in  the  Department  of  the  Navy  directory- 
published  in  the  Federal  Register. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  civilian* 
personnel  office  or  comptroller  department  of  the  activity  which 
issued  the  travel  orders  or  processed  the  travel  claim.  The  letter 
should  contain  the  full  name  of  the  requester  and  his  signature.  The 
individual  may  visit  the  civilian  personnel  office  of  the  Navy  activity 
at  which  he  is  currently  employed,  or  of  the  nearest  Navy  activity, 
which  office  will  contact  the  appropriate  civilian  personnel  office  or 
comptroller  department  by  telephone.  Proof  of  identification  will 
consist  of  a  Department  of  Defense  or  Navy  building  pass  or  identifi¬ 
cation  badge,  or  drivers  license,  or  by  other  types  of  identification 
bearing  picture  or  signature. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determiniations  by  the  individual  concerned  may  be  obtained  from 
the  system  manager. 

Record  source  categories:  . 

Travel  orders  prepared  by  a  transportation  officer,  travel  claims 
submitted  by  the  employee,  and  supevisors  requiring  the  travel  in 
connection  with  official  duties. 

Systems  exempted  from  certairt  provisions  of  the  act: 

NONE 

N96021-62 

System  name: 

Personnel  Automated  Data  System  (PADS) 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Capital  Area 
Personnel  Services  Office-Navy  (CAPSO-N^ .  Regional  Offices  of 
Ci\  ilian  Manpower  Management,  and  Navy  Staff,  Headquarters  and 
Field  activities  employing  civilians.  Mailing  addresses  are  provided  in 
the  Dept,  of  the  Navy  directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system:  ' 

Navy  civilian  employees  paid  from  appropriated  funds.  Covers  alk 
United  States  citizen  direct  hire  employees  (full  time,  part  time,  and 
intermittent  pay  basis)  and  Non-citizens  who  are  direct  hire  employ¬ 
ees  paid  from  appropriated  funds. 

Categories  of  records  in  the  system: 
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System  comprises  automated  records  reflecting  information  per¬ 
taining  to  the  employee's  identification  and  other  items  pertaining  to 
the  employee  such  as:  name,  unit  identification  code,  sex,  birthdate, 
citizenship  code,  minority  group  identifier,  veterans  preference  code, 
type  of  appointment  code,  tenure  code,  service  computation  date, 
physical  handicap  code,  retirement  status  code,  federal  employees 
group  life  insurance  code,  pay  plan,  occupation/series/grade/step, 
functional  code,  pay  base,  salary,  location  code,  position  occupied 
code,  state  apportionment  code,  uniformed  service  designation  code, 
date  of  retirement  from  uniform  service,  uniformed  service  pay 
grade,  workschedule  code,  pay  rate  determinant  code,  special  pro¬ 
gram  identifier  code,  supervisory  position  code,  position  status  code, 
excepted  appointment  code,  strength  accounting  status  code,  overseas 
transportation  agreement  code.  The  manual  files  maintained  in  paper 
folders  contain  the  Individual  Employee  Data  Collection  NAVSO 
Form  12280/11,  Notification  of  Personnel  Action,  Standard  Form  50 
as  modified  by  the  Navy,  Payroll  Change  Slip,  Standard  Form  1126 
and  computer  printouts. 

Authority  for  maintenance  of  the  system: 

Title  5  use  301  'Departmental  Regulations’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  management  'of  the 
Navy  direct  hire  employees  paid  from  appropriated  funds;  the  design, 
development,  maintenance  and  operation  of  the  automated  system  of 
records.  The  United  States  Civil  Service  Commission,  as  systems 
proponent  for  the  Federal-wide  Central  Personnel  Data  File  because 
the  Navy  Personnel  Automated  Data  System  is  the  central  Navy- 
wide  source  of  data  to  that  system,  and  on  matters  relating  to  the 
inspection,  survey,  audits  or  evaluation  of  Navy  civilian  personnel 
management  programs,  or  personnel  actions,  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  The  Comptroller  General 
or  any  of  his  authorized  representatives  in  the  course  of  the  perform¬ 
ance  of  duties  of  the  General  Accounting  Office  relating  to  the 
Navy’s  civilian  manpower  management  programs.  The  Attorney 
General  of  the  United  States  or  his  authorized  representatives  in 
connection  with  litigation,  law  enforcement,  or  other  matters  under 
the  direct  jurisdiction  of  the  Department  of  Justice  or  carried  out  as 
the  legal  representative  of  the  Executive  Branch  agencies.  Officials 
and  employees  of  other  components  of  the  Department  of  Defense  in 
the  performance  of  their  official  duties  related  to  the  management  of 
the  Department  of  Defense  civilian  manpower  management  pro¬ 
grams.  Officials  and  employees  of  other  Departments  and  agencies  of 
the  Executive  Branch  of  government  upon  request  in  the  perform¬ 
ance  of  their  otTicial  duties  related  to  the  management  of  civilian 
manpower  management  programs.  The  Computer  Systems  Group 
Corporation  (a  contractor)  and  its  employees  for  the  purpose  of  card 
punch  recording  of  data  from  employee  personnel  action  documents 
or  data  collection  forms  and  other  documents.  The  Senate  or  the 
House  of  Representatives  of  the  United  States  or  any  member  Com¬ 
mittee  or  sub-committee  therof,  any  joint  committee  of  Congress  or 
subcommittee  of  joint  committees  on  matters  within  their  jurisdiction 
requiring  disclosure  of  the  files  or  records  of  the  Navy’s  civilian 
manpow'er  management  program. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  sy  stem: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes  and  discs  and  on 
punched  cards  and  computer  printouts.  Manual  records  are  stored  in 
paper  file  folders. 

Retrievability: 

Automated  records  are  retrieved  by  social  security  number,  name, 
or  by  one,  or  a  combination  of  data  elements  such  as  Submitting 
Office  Number  (SON).  Unit  Identification  Code  (UlC),  Major  Claim¬ 
ant  Code,  Occupational  Series,  Grade,  etc. 

Safeguards: 

The  computer  facility  and  terminal  are  located  in  restricted  areas 
accessible  only  to  authorized  persons  that  are  properly  screened, 
cleared  and  trained.  Manual  records  and  computer  printouts  are 
available  only  to  authorized  personnel  having  a  need  to  know.  Mi¬ 
nority  data  outputs  are  authorized  by  the  DON  Director  of  EEO  or 
his  deputy. 

Retention  and  disposal: 

Computer  magnetic  tapes  are  retained  permanently.  Magnetic  discs 
are  erased  after  use.  Computer  printouts  are  destroyed  after  three 
months.  Input  documents  (NAVSO  12280/11)  are  destroyed  after 
data  is  converted  to  machine  readable  form.  Input  punch  cards  are 
retained  for  two  weeks. 


System  manager(s)  and  address: 

The  Director  of  Civilian  Manpower  Management,  and  the  Head  of 
Navy  Staff.  Headquarters,  and  Field  activities  employing  civilians. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management  or  the  Head  of  Navy  Staff,  Head¬ 
quarters  or  Navy  Field  activities  where  the  individual  is  currently 
employed  or  was  last  employed.  Mailing  addresses  are  provided  in 
the  Department  of  the  Navy  directory,  published  in  the  Federal 
Register.  The  letter  should  contain  the  full  name  and  social  security 
account  number  of  the  requester  and  his  signature.  The  individual 
may  visit  the  Office  of  Civilian  Manpower  Management,  Pomponio 
Plaza  Building,  1735  N.  Lynn  Street,  Arlington,  VA,  or  the  Civilian 
Personnel  Office  of  the  Navy  activity  at  which  he  is  currently 
employed,  or  of  the  nearest  Navy  activity,  which  office  will  contact 
the  OCMM  Code  62  by  telephone  202-6^4-8535  if  no  record  is 
locally  available.  Proof  of  identification  will  consist  of  a  Department 
of  Defense  (DOD)  or  Navy  building  pass,  or  identification  badge  or 
drivers  license,  or  by  other  types  of  identification  bearing  picture  or 
signature,  or  by  providing  verbal  information  that  could  be  verified 
with  his  career  inventory  record. 

Record  access  procedures: 

The  agency’s  rules  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures:  ‘ 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMAN.^GER. 

Record  source  categories: 

Navy  Civilian  personnel  offices 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N96021-63 

System  name: 

Local  Automated  Personnel  Information  System  (LAPIS)-Proto- 
type. 

System  location: 

The  Office  of  Civilian  Manpower  Management.  Dept  of  the  Navy 
and  contractors  under  agreement  with  OCMM.  The  Civilian  Person¬ 
nel  Offices  located  at  activities  employing  civilians  The  following 
activity  in  performance  of  system  design,  development  and  mainte¬ 
nance,  Naval  Command  Systems  Support  Activity  (NAVCOSSACT) 
and  contractors  under  agreement  with  N.WCOSSACT.  The  ad¬ 
dresses  of  the  above  are  furnished  in  the  Department  of  the  Navy 
directory  published  in  the  Federal  Register 

Categories  of  individuals  covered -by  the  sy  stem: 

All  Navy  and  Marine  Corps  civilian  employees  paid  from  appro¬ 
priated  fund 

Categories  of  records  in  the  sy  stem: 

The  system  contains  automated  records  containing  information  de¬ 
scribing  and  identifying  the  employee  (e.g.  name,  sex,  birth  date, 
minority  designator,  citizenship,  physical  handicap  code);  the  position 
he/she  occupies  and  his/her  qualifications;  salary  and  salary  basis; 
his/her  status  in  relation  to  the  position  occupied  and  the  organiza¬ 
tion  to  which  a.ssigned;  tickler  dates  for  impending  changes  in  status, 
educational  background;  previous  military  status;  and  reason  for  posi¬ 
tion  change  or  other  action  affecting  the  employee. 

.Authority  for  maintenance  of  the  system: 

Title  5,  USC.2951  Reports;  and  5  USC  .301  Departmental  Regula¬ 
tions. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  support  the  production  of  all  official  records  and  reports  per¬ 
taining  to  the  employment  of  civilian  appropriated  fund  employees 
employed  by  activities  serviced  by  the  participating  civilian  person¬ 
nel  offices.  Users  are:  Employees  and  officials  of  the  Department  of 
the  Navy  and  Department  of  Defense  where  there  exists  a  need-to- 
know  in  the  performance  of  their  official  duties;  Employees  and 
officials  of  the  Civil  Service  Commission  in  the  performance  of  their 
official  duties;  The  Comptroller  General  or  any  of  his  authorized 
representatives,  in  the  course  of  the  performance  of  duties  of  the 
General  Accounting  Office  relating  to  Navy's  civilian  manpower 
management  programs;  The  Attorney  General  of  the  United  States 
or  his  authorized  representatives  in  connection  with  the  litigation, 
law  enforcement,  or  other  matters  under  the  direct  jurisdiction  of  the 
Department  of  Justice  or  carried  out  as  the  legal  representative  of 
the  E.xecutive  Branch  agencies;  A  duly  appointed  Hearing  Examiner 
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or  Arbitrator  (an  employee  of  another  Federal  Agency)  for  the 
purpose  of  conducting  a  hearing  in  connection  with  an  employee's 
grievance;  An  arbitrator  who  is  given  a  contract  pursuant  to  a 
negotiated  labor  agreement  to  hear  an  employee’s  grievance;  Em¬ 
ployee  unions  when  unions  are  authorized  to  canvas  employees  or  at 
the  time  of  a  union  election; 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Tlje  automated  records  are  stored  on  magnetic  tape,  disc,  drum 
and  punched  cards. 

Retrievability: 

Information  is  accessed  by  Social  Security  Account  Number 
(SSAN),  name,  or  by  specific  employee  characteristics  such  as  date 
of  birth,  grade,  occupation,  employing  organization  and  tickler  dates, 
specific  sub-groups  of  employees  may  be  identified  through  the  use 
of  computerized  indices. 

Safeguards: 

The  computer  facility  and  terminals  are  accessible  only  to  author¬ 
ized  persons  that  have  been  properly  screened,  cleaied  and  trained. 
Manual  and  automated  records  and  computer  printouts  arc  available 
only  to  authorized  personnel  having  a  ne^-to-know. 

Retention  and  disposal: 

Records  are  maintained  in  an  active  status  until  a  separation  action 
on  an  employee  is  completed.  Historical  records  are  maintained  for  a 
ina.ximum  of  five  years. 

System  manager(s)  and  address: 

Director  of  Civilian  Manpower  Management.  Commanding  Offi¬ 
cers  of  the  activities  listed  under  LOCATION. 

Notification  procedure: 

Requests  from  individuals  should  be  addressed  to  the  SYSMAN- 
AGER  or  to  the  Civilian  Personnel  Officer  under  his  cognizance. 
Requests  must  be  accompanied  by  the  individual’s  full  name,  social 
security  number  and  name  of  employing  activity.  Requesters  may 
visit  the  Civilian  Personnel  Office  of  the  Naval  activity  covered  by 
the  system  to  obtain  information.  In  such  case  proof  of  identity  will 
consist  of  full  name,  social  security  account  number  and  a  third 
positive  identification  such  as  drivers  license.  Navy  building  pass  or 
identification  badge,  birth  certificate.  Medicare  card,  etc.  Address  of 
the  activity  is  furnished  in  the  department  of  the  Navy  Directory 
published  in  the  Federal  Register. 

Record  access  procedures: 

The  Agency’s  rules  for  access  to  records  may  be  obtained  fnsrn  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  indiv  idual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Catagoiies  of  sources  of  records  in  the  system  are:  the  civilian 
p*  rsonnel  office;  the  payroll  office;  the  security  office  of  the  employ¬ 
ing  activ  ity;  and  the  line  managers  and  supervisors. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

\96021-64A 

System  name: 

Computer  Assisted  Manpi>wer  Analyses  System  (CAM.AS) 

System  location: 

OtTice  of  Civilian  Manpower  Management  (OCMM)  and  Navy 
Department  staff,  headquarters,  and  field  activities  employing  civil¬ 
ians;  mailing  addresses  are  provided  in  the  Navy  Department  directiv 
ry  published  in  the  Federal  Register. 

Categories  of  individuals  cohered  by  the  system: 

Navy  civilian  employees  paid  from  appropriated  funds 

Categories  of  records  in  the  system: 

Files  contain  records  from  the  Personnel  Automated  Data  System 
(PADS)  which  contain  job  related  data  including  individual  identifi¬ 
cation,  location  information,  and  salary. 

Authority  for  maintenance  of  the  system: 

Title  5  U.S.C.  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  and  con¬ 
tractor  personnel  in  the  performance  of  their  official  duties  related  to 


aggregate  manpower  planning,  including  calculating  transition  rates, 
forecasting  number  of  retirements,  and  running  models  to  determine 
the  extent  to  which  projected  manpower  requirements  can  be  met. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  magnetic  tape  and  drum. 

Retrievability: 

Accessed  by  social  security  number. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal: 

Records  are  permanent. 

System  manager(s)  and  address: 

Director  of  Civilian  Manpower  Management,  Department  of  the 
Navy,  Washington,  D.C.  20390. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management,  Department  of  the  Navy,  Washing¬ 
ton,  D.C.  20390.  Written  requests  for  information  must  contain  full 
name  of  the  individual,  current  address  and  telephone  number,  and 
birth  date  and  social  security  number.  The  individual  may  visit  the 
OCMM  at  1735  North  Lynn  Street,  Arlington,  Virginia.  Pnxsf  of 
identification  will  consist  of  a  Department  of  Defense  (1X)D)  or 
Navy  building  pass,  or  identification  badge  or  drivers  license,  or  by 
other  types  of  identification  bearing  picture  or  signature,  or  by  pro¬ 
viding  verbal  information  that  could  be  verified. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

Personnel  Automated  Data  System  (PADS) 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

N96021-64B 

System  name: 

Models  for  Organizational  Design  and  Staffing  (MODS) 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM)  and  Navy 
Department  staff.  Headquarters,  and  field  activities  employing  civil¬ 
ians:  also  at  contractor  facilities;  mailing  addresses  are  provided  in 
ihe  Navy  Department  directory  published  in  the  Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees  paid  from  appropriated  funds. 

Categories  of  records  in  the  system: 

Automated  and  manual  files  contain  information  on  individual's 
proficiencies  and  knowledges  as  reported  in  self-evaluation  qut'stion- 
naires  vouchered  by  the  supervisor,  as  well  as  data  on  the  require¬ 
ments  of  specific  jobs  submitted  by  the  supervisor. 

.Authority  for  maintenance  of  the  system: 

Title  5  U.S.C.  301  Departmental  Regulations 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  testing  the  operational 
usefulness  of  a  multi-attribute  assignment  model  in  the  areas  of  orga¬ 
nizational  design  and  staffing.  ^iTicials  and  employees  of  the  Civil 
Service  Commission  in  the  performance  of  their  official  duties  related 
to  evaluation  of  civilian  manpower  programs.  University  of  Texas 
faculty  and  students  W'orking  under  a  contract  relating  to  MODS  to 
monitor  progress  of  research  study.  Carnegie-Mellon  University  fac¬ 
ulty  and  students  working  under  Navy  contract  relating  to  MODS  to 
assist  in  research  project. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  systeifi: 

Storage: 

Computer  magnetic  tape  and  drum,  and  optical  scanner  forms  and 
computer  printouts. 
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Rctrievability: 

Accessed  by  social  security  number. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized  per¬ 
sonnel. 

Retention  and  disposal: 

Records  are  retained  so  long  as  personnel  continue  to  work  at 
same  activity. 

System  manager($)  and  address: 

Director  of  Civilian  Manpower  Management,  Department  of  the 
Navy,  Washington,  D  C.  20390. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management,  Department  of  the  Navy,  Washing¬ 
ton,  D  C.  20390  or  to  the  head  of  the  Navy  activity  at  which  the 
individual  is  or  was  employed.  Written  requests  for  information  must 
contain  full  name  of  individual,  current  address  and  telephone 
number,  and  date  of  birth  and  social  security  number.  The  individual 
may  visit  the  OCMM  at  1735  North  Lynn  Street,  Arlington.  Virgin¬ 
ia,  or  the  field  activity  at  which  he  is  or  was  formerly  employed. 
Proof  of  identification  will  consist  of  a  Department  of  Defense 
(DOD)  or  Navy  building  pass,  or  identification  badge  or  drivers 
license,  or  by  other  types  of  identification  bearing  picture  or  signa¬ 
ture,  or  by  providing  verbal  information  that  could  be  verified 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from  the 
system  manager. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
system  manager. 

Record  source  categories: 

First-line  supervisors  and  personnel  automated  data  systetn 
(PADS). 

Systems  exempted  from  certain  provisions  of  the  act; 

None 

N96021/23 

System  name; 

Training  and  Employee  Development  Record  System 

System  location: 

Office  of  Civilian  Manpower  Management  (OCMM),  Regional  Of¬ 
fices  of  Civilian  Manpower  Management  (ROCMM's),  Capital  Area 
Personnel  Services  Office  -  Navy  (CAPSO-N),  and  Navy  Staff,  head¬ 
quarters  and  field  activities  employing  civilians.  Mailing  addresses  are 
provided  in  the  Department  of  Navy  directory  published  in  the 
Federal  Register. 

Categories  of  individuals  covered  by  the  system: 

Navy  civilian  employees,  full-time  and  part-time.  U.S.  citizens  and 
foreign  national  direct  hires  receiving  training  supported  by  the  Fed¬ 
eral  Government,  paid  from  approprated  funds.  Navy  military  per¬ 
sonnel  may  be  included  in  the  automated  training  information  system, 
and  non-approprated  funded  personnel  may  be  included  in  some  of 
the  stations’  manual  records 

Categories  of  records  in  the  system: 

Under  the  Departments’  Training  Requirements  and  Information 
Management  System  (TRIM),  or  other  locally  developed  systems, 
automated  and  nonautomated  records  are  maintained  retlecting  infor¬ 
mation  pertaining  to  the  employees’  identification,  social  security 
number,  occupational  status  (series,  grade  level,  and  supervisory 
status),  course  identification,  course  length,  category  and  purpose  of 
training>cceived,  date  on  which  training  was  completed,  associated 
costs,  pre-post  test  results,  et.al.  input  documents  for  the  system 
include,  but  is  not  limited  to  completed  NAVSO  Forms  12410/19 
and  /19.A.  Training  Report,  Authorization  and  Record,  keypunched 
cards.  The  manual  files  are  maintained  in  paper  folders  containing 
employee’s  registration  and/or  record  of  training  documents.  Under 
the  Navy’s  Apprentice,  on-the-job  Training  Program,  and  similar 
trainee  intake  programs,  manual  and  automated  records  are  main¬ 
tained.  reflecting  information  pertaining  to  subject  employee’s  identi¬ 
fication,  date  of  birth,  entrance  date  to  program,  dates  and  nature  of 
personnel  actions  which  occurred  during  fiscal  year,  student  prog¬ 
ress,  and  statistical  data  which  effects  the  numbers  of  apprentices  in 
training  as  of  a  given  date.  At  OCMM,  nomination  forms  and  docu¬ 
ments  (non-automated)  for  the  Department  of  the  Navy’s  centrally- 
administered  education  and  training  programs  are  maintained.  The 
manual  files  contain  the  candidate’s  nomination  documents,  training 


request,  enrollment  and  registration  and  other  documents  related  to 
training.  Manual  files  are  maintained  at  OCMM,  the  ROCMM’s, 
CAPSO-N,  and  the  several  naval  installations  regarding  courses  con¬ 
ducted  on  their  premises,  or  for  which  they  sponsor,  listing  such 
things  as  completion  dates,  and  course  participants.  Additionally, 
manual  files  are  typically  found  at  the  field  activities  containing 
information  regarding  an  employee’s  supervisory  status,  an  indication 
as  to  whether  or  not  he/she  has  participated  in  supervisory  training. 
Files  are  often  maintained  regarding  an  employee’s  certification/ 
recertification  or  demonstrated  proficiency  in  one  or  more 'of  the 
Navy’s  skills  areas;  an  activity-wide  annual  training  plan  should  also 
be  maintained,  as  well  as  individual  training  plans.  Files  are  also 
maintained  regarding  professional  licenses  held  by  station  personnel. 

Authority  for  maintenance  of  the  system: 

Title  5,  use  4103,  ’Establishment  of  Training  Programs,’  Title  5, 
use  4118,  ’Training,’  Title  5,  USC  4115,  ’Collection  of  Training 
Information’  Agreement  between  the  Department  of  the  Navy  and 
“the  Department  of  Labor,  Bureau  of  Apprenticeship  and  Training, 
’Registration  of  the  Navy  Apprentice  Program’  -  June  1968 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  the  Navy  in  the 
performance  of  their  official  duties  related  to  the  management  of  the 
Department’s  civilian  employee  training  programs,  the  design,  devel¬ 
opment,  maintenance  and  operation  of  the  manual  and  automated 
system  of  record  keeping  and  reporting;  the  screening  and  selection 
of  candidates  for  centrally-administered  programs;  and  administration 
of  grievance,  appeals,  complaints,  and  litigation  involving  the  disclo¬ 
sure  of  records  of  the  training  programs.  Representatives  of  the 
United  States  Civil  Service  Commission  on  matters  relating  to  the 
inspection,  survey,  audit  or  evaluation  of  Navy  civilian  training  pro- 
g.-ams,  or  such  other  matters  under  the  jurisdiction  of  the  Commis¬ 
sion.  The  Comptroller  General  or  any  of  his  authorized  representa¬ 
tives,  in  the  course  of  the  performance  of  duties  of  the  General 
Accounting  Office  relating  to  the  Navy’s  civilian  training  programs. 
The  Attorney  General  of  the  United  States  or  his  authorized  repre- 
st'ntatives  in  connection  with  litigation,  law  enforcement,  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies.  Officials  and  employees  of  other  components  of  the  Department 
of  Defense  in  the  performance  of  their  official  duties  related  to  the 
screening  and  selection  of  candidates  for  the  service  schools.  Officials 
and  employees  of  other  departments  and  agencies  of  the  Executive 
Branch  of  government  upon  request  in  the  performance  of  their 
official  duties  related  to  the  screening  and  selection  of  candidates  for 
programs  sponsored  by  their  organization.  Representatives  of  the 
United  States  Department  of  Labor  on  matters  relating  to  the  inspec¬ 
tion,  survey,  audit  or  evaluation  of  the  Navy’s  apprentice  training 
programs  or  on  other  such  matters  under  the  jurisdiction  of  the 
Labor  Department.  Representatives  of  the  Veterans  Administration 
on  matters  relating  to  the  inspection,  survey,  audit  or  evaluation  of 
the  Navy’s  apprentice  and  on-the-job  training  programs.  The  Com¬ 
puter  Systems  Group  Contractor  (or  other  such  contractor)  and  its 
employees  for  the  purpose  of  card  punch  recording  of  data  from 
employee  training  documents.  Employees  and  officials  of  the  Naval 
Command  Systems  Support  Activity,  Washington  Navy  Yard  for  the 
purpose  of  systems  support.  A  duly  appointed  Hearing  Examiner  or 
Arbitrator  (an  employee  of  another  Federal  Agency)  for  the  purpose 
of  conducting  a  hearing  in  connection  w'ith  an  employee's  grievance 
involving  the  disclosure  of  the  records  of  the  Department’s  Training 
program.  An  arbitrator  who  is  given  a  contract  pursuant  to  a  negoti¬ 
ated  labor  agreement  to  hear  an  employee’s  grievance  involving  the 
disclosure  of  the  records  of  the  Navy’s  Training  and  Employee 
Development  Record  system.  The  Senate  or  the  House  of  Repre¬ 
sentatives  of  the  United  States  or  any  member.  Committee  or  sub¬ 
committee  thereof,  any  joint  committee  of  Congress  or  sub-commit- 
tee  of  joint  committees  on  matters  within  their  jurisdiction  requiring 
disclosure  of  the  files  or  records  of  the  Department’s  civilian  training 
program.  Colleges,  schools,  or  other  institutions  engaged  to  provide 
training. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes,  drums,  computer 
printouts,  and  on  punched  cards.  Manual  records  are  stored  in  paper 
file  folders. 

Retrievability: 

Automated  records  are  retrieved  by  social  security  number  and 
name,  or  by  one,  or  a  combination  of  data  elements  contained  in  the 
TRIM  or  apprentice  program  master  files.  Manual  records  are  re- 
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irieved  by  employee  Iasi  name,  by  course  control  inrormalion,  or  by 
training  program  title. 

Safeguards: 

The  computer  facility  and  terminal  are  located  in  restricted  areas 
accessible  only  to  authorized  persons  that  are  properly  screened, 
cleared  and  trained.  Manual  records  and  computer  printouts  are 
available  only  to  authorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

For  TRIM  and  the  apprentice  programs  the  computer  magnetics 
tapes  are  permanent.  Manual  records  are  maintained  on  a  fiscal  year 
basis  and  are  retained  for  varying  periods  from  one  to  five  fiscal 
years.  For  the  Department  of  the  Navy’s  centrally-administered  pro¬ 
grams.  files  on  selected  candidates  are  maintained  for  five  years  (from 
date  selection  process  is  completed).  Records  of  non-selected  candi¬ 
dates  are  retained  only  for  that  period  of  time  sufficient  to  permit 
appropriate  review  (usually  less  than  60  days).  CAPSO-N,  ROCMM, 
and  activity  records  are  maintained  for  varying  periods. 

System  managerts)  and  address: 

The  Director  of  Civilian  Manpower  Management,  the  Regional 
Offices  of  Civilian  Manpower  Management,  Capital  Area  Personnel 
Services  Office  -  Navy,  and  the  heads  of  Navy  staff,  headquarters, 
and  field  activities  employing  civilian  employees. 

Notificatinn  procedure: 

Request  by  c«)rrespondence  should  be  addressed  to  the  Director  of 
Civilian  Manpower  Management,  the  Regional  Offices  of  Civilian 
Manpower  Management,  the  Capital  Area  Personnel  Services  Office 
-  Navy,  or  Navy  staffs,  headquarters  or  field  activities  employing 
civilians.  Mailing  addresses  are  provided  in  the  Department  of  the 
Navy  directory  published  in  the  Federal  Register.  The  letter  should 
contain  the  full  name  and  social  security  number  of  the  requester  and 
his  signature.  Pnxrf  of  identification  will  consist  of  a  Department  of 
Defense  (DOD)  or  Navy  building  pass,  or  identification  badge,  or 
driver’s  license,  or  by  other  types  of  identification  bearing  an  em¬ 
ployee  picture  and  signature. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  may  be  obtained  from 
SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  the  contents  and  appealing  initial 
determinations  by  the  indis  idual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories: 

Navy  civilian  personnel  offices;  current  and  previous  supervisors 
of  employees  (when  appraisals  of  performance/potential  are  used). 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 


DIRECTORY  OF 

DEPARTMENT  OF  THE  NAVY  MAILING 
ADDRESSES 

Assistance  in  obtaining  any  Nav'y  mailing  address  not  included  in 
the  following  directory  may  be  obtained  from: 

Chief  of  Naval  Operations 
(Op-OOBI) 

Navy  Department 
Washington  DC  20.^50 

Such  assistance  concerning  any  Marine  Corps  address  may  he 
obtained  from: 

Commandant  of  The  Nfarine  Corps 
(Code  M) 

Washington  DC  20.^80 


ALASKA 

Officer  in  Charge 

Naval  Petroleum  Reserve  No4 
Calais  Office  Center 
3201  C  Street 
Anchorage  AK  99503 
Commanding  Olficer 

Naval  Arctic  Research  Lalxwatory 


Barrow  AK  99723 


ARIZONA 

Commanding  Officer 

Marine  Corps  Air  Station 
Yuma  Arizona  85364 


CALIFORNIA 

Commanding  Officer 

Navy  Space  Systems  Activity 
PO  Box  92960 
Worldway  Postal  Center 
Los  Angeles  CA  90009 
Director 

Navy  Office  of  Information 
Los  Angeles  Branch 
1 1000  Wilshire  Blvd  Rm  10201 
Los  Angeles  CA  90024 
Commanding  Officer 
Marine  Barracks 
Naval  Weapon  Station 
Seal  Beach  CA  90740 
Commanding  Officer 
Naval  Weapons  Station 
Seal  Beach  CA  90740 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Long  Beach  Naval  Shipyard 
Long  Beach  CA  90801 
Commanding  Officer 
Naval  Regional  Medical  Center 
75(K)  Carson  Street 
Long  Beach  CA  90801 
Officer  in  Charge 

Naval  Regional  Procurement  Office 
Long  Beach  CA  90801 
Officer  iii  Charge 

Navy  Commissary  Store  Region 
Long  Beach  CA  90801 
Officer  in  Charge 
Navy  Finance  Office 
Naval  Support  Activity 
Long  Beach  CA  90801 
Military  Sealift  Command 
Office  Long  Beach 
Naval  Support  Activity 
Long  Beach  CA  90801 
Director  Consolidated 
Civilian  Personnel  Office 
Naval  Support  Activity  Los  Angeles 
Long  Beach  CA  90822 
Commander 

Long  Beach  Naval  Shipyard 
Long  Beach  CA  90822 
Commanding  Officer 
Naval  Regional  Dental  Center 
Long  Beach  CA  90822 
Commanding  Officer 
Naval  Support  Activity 
Los  Angeles-Long  Beach 
Long  Beach  CA  90822 
Commanding  Officer 
Office  of  Naval  Research 
Branch  Office 
10.30  East  Green  St 
Pasadena  CA  91101 
Commanding  Officer 
Marine  Barracks 
Fallbrook  Annex 
Naval  Weapons  Station 
Fallbrook  CA  92028 
Commanding  Officer 

Field  Medical  Service  School 
Marine  Corps  Base 
Camp  Pendleton  CA  92055 
Commanding  General 

1  Marine  Amphibious  Force  FMF 
Camp  Pendleton  CA  92055 
Commanding  General 
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Marine  Corps  Base 
Camp  Pendleton  CA  92055 
Commanding  Officer 

Naval  Regional  Dental  Center 
Camp  Pendleton  CA  92055 
Commanding  Officer 

Naval  Regional  Medical  Center 
Camp  Pendleton  CA  92055 
Comr''anf»ino;  General 
1st  Marine  Division  FMF 
Camp  Pendleton  CA  92055 
Commanding  General 
4th  Marine  Division  FMF 
US  Marine  Corps  Reserve 
Camp  Pendleton  CA  92055 
Director  Western  Field  Div 
Office  of  Civilian  Personnel 
Western  Fjeld  Division 
Suite  1313  Charter  Oil  Bldg 
San  Diego  CA  92101 
Commanding  Officer 

Navy  Submarine  Support  Facility 
140  Sylvester  Road 
San  Diego  CA  92106 
Director 

Naval  Audit  Service 
Western  Region 
1220  Pacific  Highway 
San  Diego  CA  92132 
Commander 
Naval  Base 
San  Diego  CA  92132 
Commander 

Naval  Base  San  Francisco 
Naval  Base 
San  Diego  CA  92132 
Commanding  Officer 
Naval  Education  and 
Trainig  Support  Center  Pacific 
Fleet  Station  Post  Office  Bldg 
San  Diego  CA  92132 
Commander 

Naval  Reserve  Readiness  Command'  • 
Region  Nineteen 
960  North  Harbor  Drive 
San  Diego  CA  92 1 32 
Commanding  Officer  ' 

Naval  Supply  Center 
937  North  Harbor  D.'ive 
San  Diego  CA  92132 
Commanding  Officer 

Navy  Manpower  and  Material 

Analysis  Center 

Pacific 

San  Diego  CA  92132 
Commanding  Officer 

Navy  Regional  Finance  Center 
937  N  Harbor  Drive 
San  Diego  CA  92 1 32 
Commanding  Officer 
U  S  Naval  Communication 
Station  San  Diego 
937  N  Harbor  Drive 
San  Diego  CA  92132 
Commandant 

11th  Naval  District 
Naval  Base 
San  Diego  CA  92132 
Commandant 

12th  Naval  District 
Naval  Base 
San  Diego  CA  92132 
Commanding  Officer 
.  Human  Resource  Management  Center, 
San  Diego 

Naval  Training  Center 
San  Diego.  CA  92133 
Commanding  Officer 

Naval  Administrative  Command 
Naval  Training  Center 
San  Diego  CA  92133 
Commander 

Naval  Training  Center 


San  Diego  CA  92133 
Commanding  Officer 

Recruit  Training  Command  ^ 

Naval  Training  Center 
San  Diego  CA  92133 
Commanding  Officer, 

Service  School  Command 
Naval  Training  Center 
San  Diego  CA  92133 
Commanding  Officer 

Naval  Regional  Medical  Center 
San  Diego  CA  92134 
Commanding  Officer 

Naval  Sch(X)l  of  Health  Sciences 
San  Diego,  CA  92134 
Naval  Air  Systems 
Command  Representative 
Pacific 

Naval  Air  Station  North  Island 
San  Diego  CA  92135 
Commanding  Officer 
Enlisted  Personnel 

COMNAVAIRPAC/COMASWWINGPAC 
Bos  1300  NAS  North  Island 
San  Diego  CA  92135 
Officer  in  Charge 

Fleet  Aviation  Accounting 
OtTice  Pacific 

Naval  Air  Station  North  Island 
San  Diego  CA  92135 
Commanding  Officer 
Marine  Barracks 
Naval  Air  Station  North  Island 
San  Diego  CA  92135 
Commanding  Officer 

Naval  Air  Rework  Facility 
Naval  Air  Station  North  Island 
San  Diego  CA  92135 
Commanding  Officer 
Naval  Air  Station 
North  Island 
San  Diego  CA  92135 
Commanding  Officer 

Naval  Weather  Service  Facility 
Naval  Air  Station  North  Island 
San  Diego  CA  92135 
Commanding  Officer 

Pacific  Fleet  Data  Processing 
Service  Center  San  Diego 
Naval  Air  Station  North  Island 
San  Diego  CA  92135 
Commander  Naval  Air  Force 
US  Pacific  Fleet 
Naval  Air  Station  North  Island 
San  Diego  CA  92135 
Director  Consolidated 
Civilian  Personnel  Office  Code  12 
PO  Box  1 1 8  Naval  Station 
San  Diego  CA  92136 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Naval  Station 
Box  119  .  , 

San  Diego  CA  92 1 36 
Commanding  Officer 
Fleet  Training  Center 
Naval  Station 
San  Diego  CA  92 1 36 
Commanding  Officer 

Naval  Alcohol  Rehabilitation  Center 
Naval  Station 
San  Diego  CA  92136 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit-405 

San  Diego  CA  92136 
Commanding  Officer 

Naval  Development  &  Training  Center 
Naval  Station  Box  106 
San  Diego  CA  92136 
Officer  in  Charge 

Naval  Legal*Service  Office 
Naval  Station 
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San  Diego  CA  92136 
Commanding  Officer 

Naval  Regional  Dental  Center 
San  Diego  CA  92136 
Commanding  Officer 
Naval  Station 
San  Diego  Calif  92136 
Officer  in  Charge 

Navy  Commissary  Store  Region 
San  Diego  C A  92 1 36 
Officer  in  Charge 

Navy  Environmental  and  Preventive 
Medicine  Unit  No  5 
Naval  Station,  Box  143 
San  Diego  CA  92 1 36 
Officer  in  Charge 

Navy  Exchange  Service  Center 
Naval  Station 
San  Diego  CA  92136 
Director 

Navy  Public  Affairs  Center 
San  Diego 

Box  125  Naval  Station 
San  Diego  CA  92136 
Commanding  Officer 

Navy  Public  Works  Center 
Naval  Base 
San  Diego  CA  92136 
Director 

Navy  Publications  and  Printing 
Service  Western  Division 
Bldg  154  Naval  Station 
San  Diego  CA  92136 
Senior  Member 

Sub-Board  of  Inspection 
and  Survey  Pacific 
Building  116  Naval  Station 
San  Diego  CA  92136 
Commanding  Officer,  Naval 
Electronic  Syslems  Engineering 
Center,  San  Diego 
PO  Box  8C337 
San  Diego  CA  92138 
Commanding  Officer 

Naval  Investigative  Service  Office 
San  Diego 
PO  Box  80667 
San  Diego  CA  92138 
Commanding  Officer 

Naval  Sea  Supptirt  Center  Pacific 
PO  Box  80548 
San  Diego  CA  92138 
Commanding  General 

Marine  Corps  Recruit  Depot 
San  Diego  C A  92140 
Commanding  Officer 
Naval  Air  Station 
Miramar 

San  Diego  CA  92145 
Commanding  Officer 

Naval  Drug  Rehabilitation  Center 
Naval  Air  Station.  Miramar 
San  Diego  CA  92145 
Commanding  OiTicer 

Fleet  Anti-Submarine  Warfare 
1  raining  Center,  Pacific 
San  Diego  CA  92147 
Commanding  Officer 

Fleet  Combat  Direction  Systems 
Support  Activity  San  Diego 
San  Diego  CA  92147 
Commanding  Officer 

Fleet  Combat  Training  Center 
Pacific 

San  Diego  CA  92147 
Commanding  Officer 

Fleet  Intelligence  Training  Center 
Pacific 

Bldg  5  Fleet  ASW  School 
San  Diego  CA  92147 
Director 

Joint  Tactical  Air  Control  Systems/ 
Tactical  Air  Defense  Systems 


Interface  Test  Force 
San  Diego  CA  92147 
Commander  Training  Command 
US  Pacific  Fleet 
San  Diego  CA  92147 
Commanding  Officer 

Naval  Health  Research  Center 
San  Diego,  CA  92152 
Commander 

Naval  Ocean  Systems  Center 
San  Diego  CA  92 1 52 
Commanding  Officer 

Navy  Personnel  Research  and 
Development  Center 
San  Diego  C A  92 1 52 
Commander  Amphibious  Group 
Eastern  Pacific 

Naval  Amphibious  Base  Coronado 
San  Diego  CA  92 1 55 
Commanding  Officer 

Naval  Amphibious  Base  Coronado 
San  Diego  CA  92155 
Commanding  Officer 

Naval  Amphibious  School 
Coronado 

San  Diego  CA  92155 
Comm.ander 

Naval  Surface  Force 
US  Pacific  Fleet 
San  Diego  CA  92155 
Commanding  Officer 

National  Parachute  Test  Range 
El  Centro  CA  92243 
Commanding  General 
Force  Troops 
Fleet  Marine  Force  Pacific 
Marine  Corps  Base 
Twentynine  Palms  CA  92278 
Commanding  General 
Marine  Corps  Base 
Twentynine  Palms  CA  92278 
Commanding  Officer 

Marine  Corps  Logistics'  Support  Base 
Pacific 

Barstow'  CA  92311 
Commander 

Marine  Corps  Air  Bases  Western  Area 
Marine  Corps  Air  Station 
El  Toro,  Santa  Ana  CA  92709 
Commanding  General 

Marine  Corps  Air  Station  El  Toro 
Santa  Ana  CA  92709 
Commanding  General 
3rd  Marine  Aircraft  Wing 
Marine  Corps  Air  Station  El  Toro 
Santa  Ana  CA  92709 
Commanding  Officer 
Marine  Corps  Air  Station 
(Helicopter) 

Santa  Ana  CA  92710 
Commanding  Officer 
Naval  Air  Station 
Point  Mugu  CA  93042 
Commanding  Officer 
Naval  Facility 
San  Nicolas  Island 
Point  Mugu  CA  93042 
Commanding  Officer 

Navy  Astronautics  Group 
Box  30 

Point  Mugu  CA  93042 
Commander 

Pacific  Missile  Test  Center 
Point  Mugu  CA  93042 
Commanding  Officer 
Naval  Construction 
Battalion  Center 
Port  Hueneme  CA  93043 
Commanding  Officer 

Naval  Construction  Training  Center 
Port  Hueneme  CA  93043 
Commanding  Officer 
Naval  Hospital 
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Port  Hueneme  CA  93043 
Officer  in  Charge 

Naval  Nuclear  Power  Unit 
Port  Hueneme  CA  93043 
Commanding  Officer 
Naval  School 

Civil  Engineer  Corps  Officers 
Port  Hueneme  CA  93043 
Commanding  Officer 

Naval  Ship  Weapon  Systems 
Engineering  Station 
Port  Hueneme  CA  93043 
Officer  in  Charge 
Navy  Finance  Office 
Port  Hueneme  CA  93043 
Officer  in  Charge 

Det  Lemoore  Pacific  Fleet  Data 
Processing  Service  Center  Alameda 
Naval  Air  Station 
Lemoore  CA  93245 
Commanding  Officer 
Marine  Barracks 
Naval  Air  Station 
Lemoore  CA  93245 
Commanding  Officer 
Naval  Air  Station 
Lemoore  CA  93245 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit  406 

Naval  Air  Station 
Lemoore  CA  93245 
Commanding  Officer 
Naval  Hospital 
Lemoore  CA  93245 
Officer  in  Charge 

Naval  Petroleum  Reserves  in 
California 
PO  Box  11 
Tupman  CA  93276 
Commander 

Naval  Weapons  Center 
China  Lake  CA  93555 
Commanding  Officer 
Naval  Facility 
Point  Sur 
Big  Sur  CA  93920 
Director 

Defense  Resources  Management 
Education  Center 
Naval  Postgraduate  School 
Monterey,  CA  93940 
Commanding  Officer 

Fleet  Numerical  Weather  Central 
Monterey  CA  93940 
Director 

Manpower  Research  and  Data  Analysis 
Center 

Naval  Postgraduate  School 
Monterey,  CA  93940 
Commanding  Officer 

Naval  Environmental  Prediction 
Research  Facility 
Monterey  CA  93940 
Superintendent 
Naval  Postgraduate  School 
Monterey  CA  93940 
Officer  in  Charge 

Det  Moflett  Field  Pacific  Fleet 
Data  Processing  Service  Center 
Naval  Air  Station 
Moffett  Field  CA  94035 
Commanding  Officer 
Naval  Air  Station 
Moffett  Field  CA  94035 
Officer  in  Charge  of 
Construction  Naval  Facilities 
Engineering  Command  Contracts 
Elk  Hills 

San  Bruno  CA  94066 
Commanding  Officer 
Western  Division 
Naval  Facilities  Engineering 


Command  PO  Box  727 
San  Bruno  CA  94066 
Officer  in  Charge 
Fleet  Post  Office 
390  Main  Street 
Room  304 

San  Francisco  CA  94105 
Director  Consolidated 
Civilian  Personnel  Office 
Room  173  Bldg  7 
Treasure  Island 
San  Francisco  CA  94130 
Commanding  Officer 
Marine  Barracks 
Naval  Support  Activity 
Treasure  Island 
San  Francisco  CA  94130 

Commanding  Officer  \ 

Naval  Investigative  Service  Office 
San  Francisco 
Bldg  7  Treasure  Island 
San  Francisco  CA  94130 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Support  Activity  Treasure  Is 
Treasure  Island 
San  Francisco  CA  94130 
Commanding  Officer 
Naval  Regional  Dental  Center 
San  Francisco  CA  94130 
Commanding  Officer 

Naval  Regional  Medical  Clinic 
Treasure  Island 
San  Francisco  CA  94130 
Commander 

Naval  Reserve  Readiness  Command 
Region  Twenty  Bldg  1  NAVSUPPACT 
Treasure  Island 
San  Francisco  CA  94130 
Commanding  Officer 
Naval  Support  Activity 
Treasure  Island 
San  Francisco  CA  94130 
Commanding  Officer 
Naval  Technical  Training  Center 
Treasure  Island 
San  Francisco  CA  94130 
Commander 

Navy  Recruiting  Area  Eight 
Naval  Support  Activity 
Bldg  I  Treasure  Island 
San  Francisco  CA  94130 
Commanding  Officer 
Navy  Regional  Finance  Center 
Treasure  Island 
San  Francisco  CA  94130 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
San  Francisco  CA  94135 
Commanding  Officer 
Marine  Barracks 
Naval  Air  Station 
Alameda  CA  94501 
Officer  in  Charge 

Naval  Air  Logistic  Control  Office 
Eastern  Pacific 
Naval  Air  Station 
Alameda  CA  94501 
Commanding  Officer 

Naval  Air  Rework  Facility 
Naval  Air  Station 
Alameda  CA  94501 
Commanding  Offier 
Naval  Air  Station 
Alameda  Calif  94501 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit  416 

Naval  Air  Station 
Alameda,  CA  94501 
Commanding  Officer 

Naval  Weather  Service  Facility 
Naval  Air  Station 
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Alameda  CA  94501 
Officer  in  Charge 

Navy  Disease  Vector  Ecology  and 
Control  Center 
Naval  Air  Station 
Alameda  CA  94501 
Commanding  Officer 

Pacific  Fleet  Data  Processing 
Service  Center  Alameda 
Naval  Air  Station 
Alameda  CA  94501 
Commanding  Officer 
Marine  Barracks 
Naval  Weapons  Station 
Concord  CA  94520 
Commanding  Officer 
Naval  W'eapons  Station 
Concord  Calif  94520 
Commanding  Officer 

Combat  Systems  Technical 
Schools  Command 
Mare  Island 
Vallejo  CA  94592 
Commanding  Officer,  Naval 
Electronic  Systems  Engineering 
Center,  Vallejo 
Vallejo,  CA  94592 
Officer  in  Charge 

Engineering  Duty  Officer  School 
Mare  Island 
Vallejo  CA  94592 
Commander 

Mare  Island  Naval  Shipyard 
Vallejo  CA  94592 
Commanding  Officer 
Marine  Barracks 
Mare  Island 
Vallejo  CA  94592 
Commanding  Officer 
Naval  Support  Activity  Mare  Island 
Vallejo  CA  94592 
Officer  in  Charge 

Navy  Commissary  Store  Region 
PO  Box  24183  Main  PO  Station 
Oakland  CA  94623 
Commanding  Officer 

Navy  Public  Works  Center 
San  Francisco  Bay 
P.O.  Box  24003 
Oakland  CA  94623 
Commander 

Military  Sealift  Command  Pacific 
Oakland  CA  94625 
Officer  in  Charge 

Naval  Biosciences  Laboratory 
Naval  Supply  Center 
Oakland  CA  94625 
Commanding  Officer 

Naval  School  Transportation 
Management 
Naval  Supply  Center 
Oakland  CA  94625 
Commanding  Officer 
Naval  Supply  Center 
Oakland  CA  94625 
Officer  in  Charge 

Navy  Regional  Plant  Equipment 
Office 

Naval  Supply  Center 
Oakland  CA  94625 
Officer  in  Charge 

Navy  Resale  System  Offie 
West  Coast  Branch 
Naval  Supply  Center 
Oakland  CA  94625 
Commanding  Officer 

Naval  Regional  Medical  Center 
Oakland  CA  94627 
Commanding  Officer 
Naval  Communication  Station 
Stockton 

Stockton  CA  95203 
Commanding  Officer 


Naval  Security  Group  Activity 
Skaggs  Island 
Sonoma  CA  95476 
Commanding  Officer 

Naval  Facility  Centerville  Beach 
Ferndale  CA  95536 
Commanding  Officer 
Naval  Air  Training  Unit 
Mather  AFB 
Sacremento  CA  95655 


COLORADO 

Commanding  Officer 
Naval  Unit 

Lowry  Air  Force  Base  CO  80230 

CONNECTICUT 

Commanding  Officer 
Naval  Nuclear  Power  Training  Unit 
Windsor  CT  06095 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Groton  CT  06340 
Commanding  Officer 
Marine  Barracks 

Naval  Submarine  Base  New  London 
Groton  CT  06340  ' 

Officer  in  Charge 

Naval  Construction  Battalion 
Unit-414 

Naval  Submarine  Base,  New  London 
Groton  CT  06340 
Commanding  Officer 
Naval  Submarine  Base  New  London 
Box  00 

Groton  Conn  06340 
Commanding  Officer 
Naval  Submarine  Medical  Center 
Naval  Submarine  Base  New  London 
Groton  CT  06340 
Commanding  Officer 

Naval  Submarine  Medical  Research 
Laboratory 

Naval  Submarine  Base  New  London 
Groton  CT  06340 
Commanding  Officer 
Naval  Submarine  School 
Box  700 

Groton  CT  06340 
Commanding  Officer 
Naval  Submarine  Support  Facility 
New  London 
Groton  CT  06340 
Officer  in  Charge 
Navy  Finance  Office 
Naval  Submarine  Base  New  London 
Groton  CT  06340 


DELAWARE 

Commanding  Officer 
Naval  Facility 
Lewes  DE  19958 


DISTRICT  OF  COLUMBIA 

Director 

Defense  Printing  Service 
Room  BD-831  Pentagon  Building 
Washington  DC  20301 
Asst  SECNAV  for 
Financial  Management 
Marine  Aide 
Room  4E748  Pentagon 
Washington  DC  20301 
Director 

Navy  Courier  Service  Headquarters 
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Forreslal  Bldg 
Washington  DC  20314 
Director 

Department  of  the  Navy  Automatic 
Data  Processing  Management 
Navy  Department 
Washington  DC  20350 
Director 

Department  of  the  Navy  Program 
Information  Center 
Navy  Department 
Washington  DC  20350 
Director 

Navy  Broadcasting  Service 
Department  of  the  Navy 
Washington  DC  20350 
Comptroller  of  the  Navy 
Navy  Department 
Washington  DC  20350 
Chief  of  Information 
Navy  Department 
Washington  DC  20350 
Secretary  of  the  Navy 
Navy  Department 
Washington  DC  20350 
Chief  of  Legislative  Affairs 
Navy  Department 
Washington  DC  20350 
Under  Secretary  of  the  Navy 
Navy  Department 
Washington  DC  20350 
Officer  in  Charge 

Navy  Internal  Relations  Activity 
Navy  Department 
Washington  DC  20350 
Director 

Office  of  Program  Appraisal 
Navy  Department 
Washington  DC  20350 
Chief  of  Naval  Operations 
Department  of  the  Navy 
Washington  DC  20350 
Asst  Secretary  of  the  Navy 
(Financial  Management) 

Navy  Department 
Washington  DC  20350 
Asst  Secretary  of  the  Navy 
(Manpower  &  Reserve  Affairs) 

Navy  Department 
Washington  DC  20350 
Asst  Secretary  of  the  Navy 
(Research  and  Development) 

Navy  Department 
Washington  DC  20350 
Commander 

Anti-Submarine  Warfare  Systems 
Projects  QITice 
Washington  DC  20360 
Commander 

Naval  Electronic  Systems  Command 
Naval  Electronic  Systems  Command 
I  ieadquarters 
Washington  DC  20360 
Commanding  Officer 

Naval  Material  Command  Support 
Activity 

Washington  DC  20360 
General  Counsel 
Navy  Department 
Washington  DC  20360 
Chief  of  Naval  Material 
Navy  Department 
Washington  DC  20360 
Director 

OlFice  of  Naval  Petroleum  and  Oil 
Shale  Reserves 
Navy  Department 
Washington  DC  20360 
Asst  Secretary  of  the  Navy 
.  (Installation  and  Logistics) 

Navy  Department 
Washington  DC  20360 
Commander 


Naval  Air  Systems  Command 
Naval  Air  Systems  Command 
Headquarters 
Washington  DC  20361 
Commander 

Naval  Sea  Systems  Command 
Naval  Sea  Systems  Command 
Headquarters 
Washington  DC  20362 
Commander 

Naval  Ship  Engineering  Center 
Washington  DC  20362 
Commander 

Naval  Supply  Systems  Command 
Naval  Supply  Systems  Command 
Headquarters 
Washington  DC  20362 
Recorder 

Board  for  Corrections  of  Naval 
Records 

Navy  Department 
Washington  DC  20370 
Senior  Member 

Board  of  Decorations  and  Medals 
Arlington  Annex  Room  3028 
Navy  Department 
Washington  DC  20370 
President 

Board  of  Inspection 
and  Survey 
Navy  Department 
Washington  DC  20370 
Director 

Naval  Legal  Service 
Department  of  the  Navy 
Washington  DC  20370 
Commanding  Officer 

Naval  Personnel  Program 
Support  Activity 
Room  1074  AA 
Washington  DC  20370 
Judge  Advocate  General 
Navy  Department 
Washington  DC  20370 
Chief  of  Naval  Personnel 
Navy  Department 
Washington  DC  20370 
Commanding  Officer 
Navy  Regional  Finance  Center 
Washington  DC  20371 
Chief 

Bureau  of  Medicine  and  Surgery 
Navy  Department 
Washington  DC  20372 
Commanding  Officer 
Fleet  Weather  Facility 
Suitland 

Navy  Department 
Washington,  DC  20373 
Commander 

Naval  Oceanographic  Office 
Washington,  DC  20373 
Commanding  Officer 

Chesapeake  Division,  Naval 
Facilities  Engfneering  Command 
Washington  Navy  Yard  . 
Washington,  DC  20374 
Director  Consolidated 
Civilian  Personnel  Office 
Bldg  200  Washington  Navy  Yard 
Washington  DC  20374 
Director 

Department  of  Defense  Computer 
Institute 

Washington  Navy  Yard 
Washinton  DC  20374 
Director 

Field  Support  Activity 
Washington  Navy  Yard 
Washington,  DC  20374 
Commanding  Officer 

Naval  Administrative  Unit 
Bldg  146 
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Washington  Navy  Yard 
W’ashington  DC  20374 
Commandant 

Naval  District  Washington 
Washington  Navy  Y'ard 
Washington  DC  20374 
Director 

Naval  Historical  Center 
Washington  Navy  Yard 
Washington  DC  20374 
Officer  in  Charge 
Naval  Legal  Service  Office 
W'ashington  Navy  Yard 
Washington  DC  20374 
Commanding  Officer 

Naval  Photographic  Center 
Washington,  DC  20374 
Commander 

Naval  Reserve  Readiness  Command 
Region  Six 

Washington  Navy  Yard 
Washington  DC  20374 
Commanding  Officer 

Naval  School  Diving  and 
Sahage 

Washington  Navy  Yard 
Washington  DC  20374 
Director 

Naval  Weapons  Engineering 
Support  Activity 
Washington  Navy  Yard 
Washington  DC  20374 
Officer  in  Charge 

Navy  Appellate  Review  Activity 
Office  of  Judge  Advocate  General 
Washington  Navy  V’ard 
Washington  DC  20374 
Officer  in  Charge 
Navy  Band 

Washington  Navy  Yard 
Washington  DC  20374 
Commanding  Officer 

Navy  Food  Serv'ice  Systems  Office 
XK'ashington  Navy  Y’ard 
Washington  DC  20374 
Officer  in  Charge 

Navy  Recruiting  Exhibit  Center 
Washington  Navy  Yard 
Washington,  DC  20374 
Commanding  Officer 

Navy  Regional  Data  Automation 
Center  Washington 
Washington  Navy  Yard 
Washington  DC  20374 
Officer  in  Charge 

Navy  Regional  Procurement  Office 
Washington  Navy  Yard 
Washington,  DC  20374 
Officer  in  Charge 

Navy  Tactical  Doctrine  Activity 
Washington  Navy  Yard 
Washington  DC  20374 
Chief 

Navy-Marine  Corps  Trail  Judicary 
Washington  Navy  Y’ard 
Washington  DC  20374 
Director,  Navy  Publication  and 
Printing  Service 
Management  Office 
Washington  Navy  Yard  Bldg  157-3 
Washington  DC  20374 
Commanding  Officer 

Naval  Research  Laboratory 
Washington  DC  20375 
Commander 

Navy  Accounting  and  Finance  Center 
Navy  Department 
W'ashington  DC  20376 
Department  of  the  Navy 

Navy  Automatic  Data  Processing 
Selection  Office 
W'ashington  DC  20376 
Commandant  of  the  Marine  Corps 


Navy  Department 
Washington  DC  20380 
Commanding  Officer 
Marine  Barracks 
8th  and  I  Sts  SE 
Washington  DC  20390 
Commander 

Military  Sealift  Command 
Department  of  the  Navy 
W'ashington  DC  20390 
Commanding  Officer 
Naval  Air  Facility 
Washington  D  C  20390 
Commanding  Officer 

Naval  Communication  Unit  W’ashington 
Washington  DC  20390 
Commanding  Officer 

Naval  Electronic  Systems  Security 
Engineering  Center 
3S01  Nebraska  Ave  N.W. 

Washington  DC  20390 
Commanding  Officer 

Naval  Intelligence  Support  Center 
4301  Suitland  Rd 
Washington  DC  20390 
Superintendent 
Naval  Observatory 
34th  and  Massachusetts  Ave  NW 
W'ashington  DC  20390 
Director 

Naval  Observatory  Flagstaff  Station 
Care  of  Superintendant 
Naval  Observatory 
Washington  DC  20390 
Director 

Naval  Observatory  Time  Service 
Substation  Care  of  Superintendent 
Naval  Observatory 
Washington  DC  20390 
Naval  Security  Group  Command 
Nival  Security  Group  Headquarters 
3801  Nebraska  Ave  NW 
Washington  DC  20390 
Commanding  Officer 
Naval  Security  Station 
3801  Nebraska  Ave  NW' 

Washington  DC  20390 
Commander 

Naval  Telecommunications  Command 
4401  Massachusetts  Ave  N  W 
Washington  DC  20390 
Director  of  Civilian  Personnel 
Navy  Department 
Washington  D  C  20390 
Director 

SeasparroNX'  Project  Support  Office 
Department  of  the  Navy 
Washington  DC  20390 
Officer  in  Charge 

Naval  Support  Unit  Slate  Department 
W'ashington  DC  20520 


FLORIDA 

Officer  in  Charge 
Navy  Fuel  DeptM 
PO  Box  9068 
Jacksonville  FL  32208 
Commanding  Officer 

Naval  Air  Rework  Facility 
Naval  Air  Station 
Jacksonville  FL  32212 
Commanding  Officer 
Naval  Air  Station 
Jacksonville  FL  32212 
Commanding  Officer 

Naval  Alcohol  Rehabilitation  Center 
Naval  Air  Station 
Jacksonville.  FL  32212 
Commander 
Naval  Base 

Jacksonville  FL  32212 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74679 


Officer  in  Charge 

Naval  Construction  Battalion 
Unit-410 

Naval  Air  Station 
Jacksonville  FL  32212 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Air  Station 
Jacksonville  FL  32212 
Commanding  Officer 

Naval  Regional  Dental  Center 
Jacksonville,  FL  32212 
Commander 

Naval  Reserve  Readiness  Command 
Region  Eight 

Bldg  90  Naval  AR  Station 
Jacksonville  FL  32212 
Commanding  Officer 

Naval  Weather  Service  Facility 
P  O  Box  85 
Naval  Air  Station 
Jacksonville  FL  32212 
Officer  in  Charge 

Navy  Commissary  Store  Region 
Jacksonville  FL  32212 
Officer  in  Charge 

Navy  Disease  Vector  Ecology  and 
Control  Center 
Naval  Air  Station  , 

Jacksonville  FL  32212 
Officer  in  Charge 
Navy  Finance  Office 
•  Naval  Air  Station 
Box  79 

Jacksonville  FL  32212 
Commanding  Officer 

Naval  Regional  Medical  Center 
Jacksonville  FL  32214 
Officer  in  Charge 

F  leet  Air  Intelligence  Support 
Center  Cecil 
Naval  Air  Station 
Cecil  Field  FL  32215 
Commanding  Officer 
Marine  Barracks 
Naval  Air  Station 
Cecil  Field  FL  32215 
Commanding  Officer 
Naval  Air  Station 
Cecil  Field  FL  32215 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Drawer  T 

Mayport  Naval  Station 
Jacksonville  FL  32228 
Commanding  Officer 
1  leet  T raining  Center 
Naval  Station 
Mayport  FL  32228 
Commanding  Officer 
Naval  Station 
Mayport  FL  32228 
Commanding  Officer 

Navy  Experimental  Diving  Unit 
Panama  Cijy  FL  32401 
Commanding  Officer 

Naval  Coastal  Systems  Laboratory 
Panama  City  FL  32407 
Chief  of  Naval  Education 
and  Training 
Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 

Helicopter  Combat  Support  Squadron 
Sixteen 

Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 

Naval  Aerospace  Medical 
Research  Laboratory 
Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 


Naval  Aerospace  Medical  Institute 
Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 

Naval  Air  Rework  Facility 
Building  604 
Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 
Naval  Air  Station 
Pensacola  FL  32508 
Director 

Naval  Aviation  Museum 
Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 

Naval  Aviation  Schools  Command 
Bldg  633  Naval  Air  Station 
Pensacola  FL  32508 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit  402 

Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 

Naval  Education  and  Training 
Information  Systems  Activity 
Naval  Air  Station 
Pensacola,  FL  32508 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Air  Station 
Pensacola,  FI,  32508  ' 

Commanding  Officer 

Naval  Regional  Dental  Center 
Pensacola,  FL  32508 
Commanding  Officer 

Naval  Weather  Service  Facility 
Naval  Air  Station 
Pensacola  FL  32508 
Officer  in  Charge 

Navy  Commissary  Store  Regitrn 
Pensacola  FL  32508 
Commanding  Officer 

Navy  Flight  Demonstration  Squadron 
(Blue  Angels) 

Naval  Air  Station 
Pensacola,  F  L  32508 
Commanding  Officer 

Navy  Public  Works  Center 
Naval  Air  Station 
Pensacola  FL  32508 
Commander 

Training  Air  Wing  Six 
Nasal  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 
Training  Squadron  Eight-Six 
Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 
Training  Squadron  Four 
Naval  Air  Station 
Pensacola  FL  32508 
Commanding  Officer 
Training  Squadron  Ten 
Naval  Air  Station 
Pensacola  FL  32508 
Director 

Defense  Activity  for  Non-Tradition 
Education  Support 
Pensacola  FL  32509 
Superintendent 

Dependents  Education  Office 
Atlantic 

Ellyson,  Building  995 
Pensacola  FL  32509 
Commanding  Officer 

Naval  Education  and  Training 
Program  Development  Center 
Ellyson 

Pensacola  FL  32509 
Chief  of  Naval  Education  and 


74680  'Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


Training  Support 
Pensacola  FL  32509 
Commanding  Officer 
Naval  Technical  Training  Center 
Corry  Station 
Pensacola  FL  32511 
Commanding  Officer 

Naval  Aerospace  and  Regional 
Medical  Center 
Pensacola  FL  32512 
Commanding  Officer 

Helicopter  Training  Squadron  Eight 
Naval  Air  Station  Whiting  Field 
Milton  FL  32570 
Commanding  Officer 

Helicopter  Training  Squadron  18 
Naval  Air  Station  Whiting  Field 
Milton  FL  32570 
Commanding  Officer 
Naval  Air  Station 
Whiting  Field 
Milton  FL  32570 
Commander 
Training  Air  Wing  Five 
Naval  Air  Station  Whiting  Field 
Milton  FL  32570 
Commanding  Officer 
Training  ^uadron  Six 
Nasal  Air  Station  Whiting  Field 
Milton  FL  32570 
Commanding  Officer 

Training  ^uadron  Three 
Naval  Air  Station  Whiting  Field 
Milton  FL  32570 
Commanding  Officer 
Training  ^uadron  Two 
Naval  Air  Station  Whiting  Field 
Milton  FL  32570 
Commanding  Officer 

Naval  Administrative  Command 
Naval  Training  Center 
Orlando  FL  32813 
Commanding  Officer 
Naval  Nuclear  Power  School 
Naval  Training  Center 
Orlando  FL  32813 
Commanding  Officer 
Naval  Regional  Denial  Center 
Orlando  FL  32813 
Commanding  Officer 
Naval  Regional  Medical  Center 
Orlando  FL  32813 
Commander 

Naval  Training  Center 
Orlando  FL  32813 
Commanding  Officer 
Naval  Training  Equipment  Center 
Orlando  FL  32813 
Officer  in  Charge 
Navy  Finance  Office 
Orlando  FL  32813 
Commanding  Officer 

Recr’iit  Training  Command 
Orlando  FL  32813 
Cominaiidmg  Officer 

Sers  ice  Schixil  Command 
Naval  Training  Center 
Orlando  FL  32813 
Commanding  Officer 
Naval  Ordnance  Test  Unit 
Patrick  AFB  FL  32925 
Mililary  Sealift  Command 
Office  Port  Canaveral 
PO  Box  4066 

Patrick  Air  Force  Base  FL  32925 
Commanding  Officer 
Nava!  Security  Group  Activity 
Homestead  FL  33039 
Commanding  Officer 
Marine  Barracks 
Naval  Air  Station 
Key  West.  FL  33040 
Commanding  Officer 


Naval  Air  Station 
Key  West  FL  33040 
Commanding  Officer 

Naval  Communication  Unit 
Key  West  FL  33040 
Commanding  Officer 
Naval  Hospital 
Key  West  FL  33040 
Officer  in  Charge 
Navy  Finance  Office 
Truman  Annex 
Naval  Air  Station 
Key  West  FL  33040 

GEORGIA 

-  Commanding  Officer 

Naval  Air  Station  Atlanta 
Marietta  GA  30060 
Director  . 

Navy  Office  of  Information 
Atlanta  Branch 
1459  Peachtree  St  Suite  300 
Atlanta  GA  30309 
Commanding  Officer 

Naval  Supply  Corps  School 
Athens,  GA  30601 
Commander 

Navy  Recruiting  Area  Three 
PO  Box  4887  451  College  St 
Macon  GA  31208 
Officer  in  Charge 

Navy  Autodin  Switching  Center 
Albany  Marine  Corps  Logisticis 
Support  Base  Atlantic 
Albany  GA  31704 


HAWAII 

Commanding  Officer 
Pacific  Missile  Facility 
Hawiian  Area,  Barking  Sands 
Kekaha,  Kauai,  HI  96752 
Director  Consolidated 
Civilian  Personnel  Office 
4300  Radford  Drive 
Honolulu  HI  96818 


IDAHO 

Officer  in  Charge 

Naval  Administration  Unit 
525  Second  Street 
Idaho  Falls  ID  83401 
Commanding  Officer 

Naval  Nuclear  Power  Training  Unit 

PO  Box  2751 

Idaho  Falls  ID  83401 


ILLINOIS 

Commanding  Officer 
Naval  Air  Station 
Glenview  IL  60026 
Commanding  Officer 

Naval  Weather  Service  Facility 
Glenview  IL  60026 
Director  Consolidated 
Civilian  Personnel  Office 
Room  7  Bldg  3 
Great  Lakes  IL  60088 
Commanding  Officer,  Naval 
Electronic  Systems  Engineering 
Center,  Great  Lakes 
Bldg  3209 

Great  Lakes  IL  60088 
Commanding  Officer 

Naval  Administrative  Command 
Naval  Training  Center 
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Great  Lakes  IL  60088 
Commander 
Naval  Base 
Building  1 

Great  Lakes  IL  60088 
Onicer  in  Charge 

Naval  Construction  Battalion 
Unit  401 

Naval  Training  Center  Bldg  3215 
Great  Lakes  IL  60088 
Commanding  OtTicer 

Naval  Dental  Research  Institute 
Naval  Base 
Great  Lakes  IL  60088 
Commanding  Officer 

Naval  Hospital  Corps  School 
Great  Lakes  IL  60088 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Training  Center 
Great  Lakes  IL  60088 
Commanding  Officer 

Naval  Regional  Dental  Center 
Great  Lakes  IL  60088 
Commanding  Officer 

Naval  Regional  Medical  Center 
Great  Lakes  IL  60088 
Commander 

Naval  Reserve  Readiness  Command 
Region  Thirteen 
Bldg  I  Naval  Training  Center 
Great  Lakes  IL  60088 
Commander 

Naval  Training  Center 
Great  Lakes  IL  60088 
Officer  in  Charge 

Navy  Commissary  Store  Region 
Great  Lakes  IL  60088 
Commanding  Officer 

Navy  Public  Works  Center 
Bldg  lA 

Great  Lakes  IL  60088 
Commander 

Navy  Recruiting  Area  Five 
Bldg  3 

Great  Lakes  IL  60088 
Commanding  Officer 

Navy  Regional  Finance  Center 
Bldg  122 

Great  Lakes  IL  60088 

•  Commanding  Officer 

Recruit  Training  Command 
Naval  Training  Center 
Great  Lakes  IL  60088 
Commanding  Officer 
Service  School  Command 
Bldg  520 

Naval  Training  Center 
Great  Lakes  IL  60088 
Commanding  Officer 
Transient  Personnel  Unit 
Naval  Administrative  Command 
Naval  Traning  Center 
Great  Lakes  IL  60088 
-  Commandant 

9th  Naval  District 
Building  I 

Great  Lakes  IL  60088 
Director 

Navy  Office  of  Information 
Chicago  Branch 
536  South  Clark  St  Room  252 
Chicago  IL  60605 
Commanding  Officer 

•  Office  of  Naval  Research 
Branch  Office 

536  S  Clark  St 
Chicago  IL  60605 


INDIANA 


Naval  Avionics  Facility 
21st  and  Arlington  Avenue 
Indianai^lis  IN  46218 
Commanding  Officer 

Naval  Weapons  Support  Center 
Crane  IN  47522 


KANSAS 

Commander 

Naval  Reserve  Readiness  Command 
Region  Eighteen 
301  Navy  Drive 
Industrial  Airport  KS  66031 


KENTUCKY 

Commanding  Officer 
Naval  Ordnance  Station 
Louisville  KY  40214 


LOUISIANA 

Director  Consolidated 
Civilian  Personnel  Office 
Naval  Support  Activity 
New  Orleans  LA  70146 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
New  Orleans  LA  70146 
Commanding  Officer 

Marine  Air  Reserve  Training  Command 
Naval  Support  Activity 
4400  Dauphine  St 
New  Orleans,  LA  70146 
Commander 

Military  Sealift  Command 
Gulf  Sub-Area 
4400  Dauphine  St 
New  Orleans  LA  70146 
Commanding  Officer 
Naval  Air  Station 
New  Orleans  LA  70146 
Commanding  Officer 

Naval  Regional  Medical  Center 
New  Orleans  LA  70146 
Commander 

Naval  Reserve  Readiness  Command 
Region  Ten 

Bldg  1 1  Naval  Support  Activity 
New  Orleans  LA  70146 
Commanding  Officer 

Naval  Reserve  Support  Office 
New  Orleans  LA  70146 
Commanding  Officer 
Naval  Support  Activity 
New  Orleans  LA  70146 
Officer  in  Charge 
Navy  Finance  Office 
New  Orleans  LA  70146 
Chief  of  Naval  Reserve 
New  Orleans  LA  70146 
Commandant 

8lh  Naval  District 
Chief  of  Naval  Reserve  Hdqtrs 
New  Orleans  LA  70146 
Commanding  Officer 

Naval  Reserve  Personnel  Center 
New  Orleans  LA  70149 
Commanding  Officer 
Enlisted  Personnel 
Management  Center 
New  Orleans  LA  70159 
Commanding  Officer 

Naval  Investigative  Service  Office 
New  Orleans 
PO  Box  6438 


Commanding  Officer 
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New  Orleans  LA  70174 


MAINE 

Commanding  Officer 
Marine  Barracks 
Naval  Air  Station 
Brunswick  ME  0401 1 
Officer  in  Charge 

Navy  Commissary  Store  Region 
Brunswick  ME  0401 1 
Commanding  Officer 
US  Naval  Air  Station 
Brunsw  ick  ME  0401 1 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
574  Washington  St 
Bath  ME  04530 
Commanding  Officer 

Naval  Communication  Unit 
Cutler  East  Mac  bias  ME  04630 
Commanding  Officer 

Naval  Security  Group  Activity 
Winter  Harbor  ME  04693 


"MARYLAND 

Commanding  Officer 

National  Naval  Dental  Center 
-  Bethesda  MD  20014 
Commanding  Officer 

National  Naval  Medical  Center 
Bethesda  MD  20014 
Commanding  Officer 

Naval  Health  Sciences  Education  and 
Training  Command 
National  Naval  Medical  Center 
Bethesda,  MD  20014 
Commanding  Officer 

Naval  Medical  Data  Service  Center 
National  Naval  Medical  Center 
Bethesda  MD  20014 
Commanding  Officer 

Naval  Medical  Research  and 
Development  Command 
National  Naval  Medical  Center 
Bethesda.  MD  20014 
Commanding  Officer 

Naval  Medical  Research  Institute 
National  Naval  Medical  Center 
Bethesda  MD  20014 
Commanding  Officer 

Naval  School  of  Health  Care 
Administration 

National  Naval  Medical  Center 
Bethesda  MD  20014 
Commander 

David  W.  Taylor  Naval  Ship  Research 
and  Development  Center 
Bethesda.  MD  20084 
Commanding  Officer 

Nav.d  Explosive  Ordnance 
Disposal  Facility 
Indian  Head  MD  20640 
Commanding  Officer 
Naval  Ordnance  Station 
Indian  Head  MD  20640 
Commanding  Officer 
Nava!  Schixil 

Explosive  Ordnance  Disposal 
Naval  Ordnance  Station 
Indiaallead  MD  20640 
Commanding  Officer 
Naval  Air  Station 
Patuxent  River  MD  20670 
Commander 

Naval  Air  Test  Center 
Patuxent  River  MD  20670 
Commander 

Naval  Aviation  Integrated  Logistic 
Support  Center 


Patuxent  River  MD  20670 
Commanding  Officer 
Naval  Hospital 
Patuxent  River  MD  20670 
Officer  in  Charge 

Navy  Commissary  Store  Region  * 
Patuxent  River  MD  20670 
Officer  in  Charge 

Navy  Special  Services 
Administrative  Activity 
Patuxent  River  MD  20670 
Commanding  Officer 
Marine  Barracks 
Fort  Meade  MD  20755 
Commanding  Officer 

Naval  Security  Group  Activity 
Fort  George  G  Meade  MD  20755 
Commanding  Officer 
Navy  Field  Operational 
Intelligence  Office 
Fort  George  G  Meade  MD  20755 
Officer  in  Charge 
Strategic  Analysis  Support  Group 
8621  Georgia  Ave 
Silver  Spring  MD  20910 
Commanding  Officer 
Marine  Barracks 
Naval  Station 
Annapolis  MD  21402 
Superintendent 
Naval  Academy 
Annapolis  MD  21402 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit  403  Naval  Academy 
Annapolis  MD  21402 
Commanding  Officer 
Naval  Hospital 
Annapolis  MD  21402 
Commanding  Officer 
Naval  Station 
Annapolis  MD  21402 
Officer  in  Charge 
Navy  Liaison  Group 
Alternate  Joint  Communications 
Center 

Fort  Ritchie  MD  21719 
Commanding  Officer 
Naval  Support  Facility 
Box  277 

Thurmont  MD  21788 


MASSACHUSETTS 

Officer  in  Charge 

Navy  Clothing  and  Textile 
Research  Facility 
21  Strathmore  Road 
Natick  MA  01760 
Officer  in  Charge 

Naval  Blood  Research  Laboratory 
1  albof  Bldg  82  East  Concord  St 
Boston  MA  02118 
Director 

Navy  Office  of  Information 
Boston  Branch 

575  Technology  Square  8th  Fkx)r 
Cambridge  MA  02139 
Commanding  Officer 
Naval  Air  Station 
South  Weymouth  MA  02190 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Bldg  1 14  Section  D 
666  Summer  St 
Boston  MA  02210 
Commanding  Officer 
Office  of  Naval  Research 
Branch  Office 
495  Summer  Street 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74683 


Boston  MA  02210 


Kansas  City  MO  64197 


MICHIGAN 

Commanding  OlTicer 

Naval  Air  Facility  Detroit 
MT  Clemens  MI  48043 


MINNESOTA 

Commander  Naval  Reserve 

Readiness  Command  Region  Sixteen 
Bldg  715 

Minn-St  Paul  International  Airport 
Minneapolis  MN  55450 


NEVADA 

Commanding  Officer 
Naval  Air  Station 
Fallon  NV  89406 
Commanding  Officer 
Marine  Barracks 
Naval  Ammunition  Depot 
Hawthorne  NV  89415 
Commanding  Officer 

Naval  Ammunition  Depot 
Hawthorne  NV  89415 


MISSISSIPPI 

Commanding  Officer 
Naval  Air  Station 
Meridian  MS  39301 
Commanding  Officer 

Naval  Technical  Training  Center 
Meridian,  MS  39301 
Commander 

Training  Air  Wing  One 
Naval  Air  Station 
Meridian  MS  39301 
Commanding  Officer 
Training  ^uadron  Nine 
Naval  Air  Station 
Meridian  MS  39301 
Commanding  Officer 
Training  ^uadron  Nineteen 
Naval  Air  Station 
Meridian  MS  39301 
Commanding  Officer 
Training  ^uadron  Seven 
Naval  Air  Station 
Meridian  MS  39301 
Commanding  Officer 
Naval  Construction 
Battalion  Center 
Gulfport  MS  39501 
Commanding  Officer 

Naval  Construction  Training  Center 
Gulfport  MS  39501 
Governor 
Naval  Home 
01800  East  Beach  Blvd 
Gulfport  MS  39501 
Commanding  Officer 

Naval  Ocean  Research  and 
Development  Activity 
National  Space  Technology  Labs 
Bay  StXouis  MS  39520 
Director 

Naval  Oceanography  and  Meteorology 
National  Space  Technology 
Laboratories 
Bay  St  Louis  MS  39520 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Pascagoula  MS  39567 


MISSOURI 

Director 

Marine  Corps  Automated 
Services  Center 
1 500  E  Bannister  Rd 
Kansas  City  MO  64131 
Director 

Marine  Corps  Reserve  Forces 
Administrative  Center 
1500  East  Bannister  Road 
Kansas  City  MO  64131 
Commanding  Officer 

Marine  Corps  Finance  Center 


NEW  HAMPSHIRE 

Commanding  Officer 
Marine  Barracks 
Portsmouth  Naval  Shipyard 
Portsmouth,  NH  03801 
Commanding  Officer 

Naval  Regional  Medical  Clinic 
Portsmouth  NH  03801 
Commander 

Portsmouth  Naval  Shipyard 
Portsmouth  NH  03801 


NEW  JERSEY 

Commander 

Military  Sealift  Command  Atlantic 
Military  Ocean  Terminal  Bldg  42 
Bayonne  NJ  07002 
Commanding  Officer 
Navy  International  Logistics 
Control  Office 

Bayonne  NJ  07002  , 

Commanding  Officer 
Marine  Barracks 
Naval  Weapons  Station,  Earle 
Colts  Neck  NJ  07722 
Commanding  Officer 

Naval  Weapons  Station  Earle 
Colts  Neck  NJ  07722 
Director 

Naval  Audit  Service  Northeast  Regio 
Central  Camden  Parkade  Bldg  215 
30  North  5th  Street 
Camden  NJ  08102 
Commanding  Officer 

Naval  Air  Propulsion  Test  Center 
Trenton  NJ  08628 
Commanding  Officer 

Naval  Air  Engineering  Center 
Lakehurst  NJ  08733 
Commanding  Officer 

Naval  Air  Technical  Training  Center 
Naval  Air  Station 
Lakehurst  NJ  08733 
Officer  in  Charge 

Navy  Branch  Aviation  Supply  Office 
Catapult  and  Arresting  Gear 
Naval  Air  Station  • 

Lakehurst  NJ  08733 


NEW  MEXICO 

Commanding  Officer 

Naval  Weapons  Evaluation  Facility 
Kirkland  Air  Force  Base 
Albuquerque  NM  87117 
Commanding  Officer 
Naval  Ordnance  Missile 
Test  Facility 
White  Sands  Missile 
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Range  NM  88002 


NEW  YORK 

Director 

Navy  Office  of  Information 
New  York  Branch 
663  Fifth  Ave  3rd  Floor 
New  York  NY  10022 
Commanding  Officer 
Navy  Resale  System  Office 
3rd  Ave  and  29th  St 
Brooklyn  NY  11232 
Counsel  New  York  Branch 
Office  of  the  General  Counsel 
Department  of  the  Navy 
3rd  Ave  and  29th  St 
Brooklyn  NY  11232 
Director  Consolidated 
Civilian  Personnel  Office 
Washington  &  Flushing  Aves 
Brooklyn  NY  11251 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Flushing  and  Washington  Aves 
Brooklyn  NY  11251 
Commanding  Officer 
Naval  Investigative  Service  Office 
New  York 

Flushing-Washington  Aves 
Brooklyn  NY  11251 
Commanding  Officer 
Naval  Support  Activity 
Rushing  and  Washington  Aves. 
Brooklyn  NY  11251 
Officer  in  Charge 

Navy  Motion  Picture  Service 
Bldg  311  Flushing  Ave 
Brooklyn  NY  11251 
Officer  in  Charge 

Fleet  Post  Office  New  York 
182-  150th  Ave 
Jamaica  NY  11413 
Commanding  Officer 
Naval  Nuclear  Power  Training  Unit 
PO  Box  300 
Ballston  Spa  NY  12020 
Officer  in  Charge 
Naval  Administrative  Unit 
Scotia  NY  12302 
Commander 

Naval  Reserve  Readiness  Command 
Region  Two  Bldg  1 
Scotia  NY  12302 
Commander 

Navy  Recruiting  Area  One 
Scotia  NY  12302 


Naval  Hospital 
Cherry  Point  NC  28533 
Commanding  General 

2nd  Marine  Aircraft  Wing 
Marine  Corps  Air  Station 
Cherry  Point  NC  28533 
Commanding  Officer 
Marine  Corps  Air  Station 
(Helicopter) 

New  River 

Jacksonville  N  C  28540 
Commanding  Officer 
Field  Medical  Service  School 
Marine  Corps  Base 
Camp  Lejeune  NC  28542 
Commanding  General 
Force  Troops  Atlantic 
2D  Force  Service  Support  Group  FMF 
Camp  Lejeune  NC  28542 
Commanding  General 
Marine  Corps  Base 
Camp  Lejeune  NC  28542 
Commanding  Officer 
Naval  Regional  Dental  Center 
Camp  Lejeune  NC  28542 
Commanding  Officer 
Naval  Regional  Medical  Center 
Camp  Lejeune  NC  28542 
Commanding  Gerneal 

2nd  Marine  Division  FMF 
Camp  Lejeune  NC  28542 


OHIO 

Commander 

Navy  Recruiting  Area  Four 
Columbus  Federal  Bldg  Room  409 
2(X)  North  High  St 
Columbus  OH  43215 
Director 

Navy  Family  Allowance  Activity 
Anthony  J.  Celebrezze  Federal  Bldg. 
1240  East  9th  Street 
Cleveland  OH  44199 
Commanding  Officer 
Navy  Finance  Center 
Anthony  J  Celebrezze  Federal  Bldg 
Cleveland  OH  44199 
Commander 

'  Naval  Reserve  Readiness  Command 
Region  Five  Bldg  1033  USAAP 
Ravenna  OH  44266 
Commanding  Officer 

Navy  Environmental  Health  Center 
3333  Vine  St 
Cincinnati  OH  45220 


NORTH  CAROLINA 

Commanding  Officer 
Naval  Facility 
Cape  Hat  I  eras 
Buxton  NC  27920 
Commander 

Joint  Unconventional  Warfare  Task 
Force  Atlantic  US  Army  JFK 
Center  for  Special  Warfare 
Fort  Braff  NC  28307 
Commander 

Marine  Corps  Air  Bases  Eastern  Area 
Marine  Corps  Air  Station 
Cherry  Point  NC  28533 
Commanding  General 
Marine  Corps  Air  Station 
Cherry  Point  NC  28533 
Commanding  Officer 

Naval  Air  Rework  Facility 
Marine  Corps  Air  Station 
Cherry  Point  NC  28533 
Commanding  Officer 


OKLAHOMA 

Commanding  Officer 
Marine  Barracks 
Naval  Ammunition  Depot 
McAlester  OK  74501 
Commanding  Officer 

Naval  Ammunition  Depot 
Me  Alester  OK  74501 


OREGON 

Commanding  Officer 

Naval  Facility  Coos  Head 
PO  Box  5660 
Charleston  OR  97420 


PENNSYLVANIA 

Commanding  Officer 

Navy  Fleet  Material  Support  Office 
Mechanicsburg  PA  17055 
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Commanding  Officer 

Ships  Parts  Control  Center 
Mechanicsburg  PA  17055 
Commander 

Naval  Air  Development  Center 
Warminster  PA  18974 
Commanding  Officer 
Naval  Air  Facility 
Warminster  PA  18974 
Commanding  Officer 
Naval  Air  Station 
Willow  Grove  PA  19090 
Commanding  Officer 
Naval  Air  Techanical 
Services  Facility 
700  Robbins  Avenue 
Philadelphia  Penna  191 1 1 
Commanding  Officer 

Navy  Aviation  Supply  Office 
700  Robbins  Avenue 
Philadelphia  PA  19111 
Director 

Navy  Publications  and  Printing 
Service,  Northern  Division 
Bldg  4  Section  D  700  Robbins  Ave 
Philadelphia  PA  19111 
Director  Consolidated 
Civilian  Personnel  Office 
Bldg  75  Naval  Base 
Philadelphia  PA  19112 
Commanding  Officer,  Naval 
Electronic  Systems  Engineering 
Center,  Philadelphia 
Philadelphia.  PA  19112 
Commanding  Officer 
Marine  Barracks 
Philadelphia  PA  19112 
Commanding  Officer 

Naval  Aviation  Engineering  Service 
Unit 

Philadelphia  PA  19112 
Commander 
Naval  Base 

Philadelphia  PA  19112 
Commander 

Naval  Base  Boston 
Fourth  Naval  District  Headquarters 
Philadelphia  PA  19112 
Commander 

Naval  Base  New  York 
Fourth  Naval  District  Headquarters 
Philadelphia  PA  19112 
Commander 

Naval  Damage  Control 
Training  Center 
Philadelphia  PA  19112 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Base 

Philadelphia  PA  19112 
Officer  in  Charge 

Naval  Material  Industrial 
Resources  Office 
Bldg  537  2nd  FL  Naval  Base 
Philadelphia  PA  19112 
Commanding  Officer 
Naval  Regional  Dental  Center 
Philadelphia,  PA  19112 
Officer  in  Charge 

Naval  Regional  Procurement  Office 
Philadelphia  PA  19112 
Commander 

Naval  Reserve  Readiness  Command 
Region  Four  Bldg  662  Naval  Base 
Philadelphia  PA  19112 
Commanding  Officer 
Naval  Support  Activity 
Philadelphia  PA  19112 
Officer  in  Charge 
Navy  Finance  Office 
Bldg  76  Naval  Base 
Philadelphia  PA  19112 
Commanding  Officer 


Northern  Division 

Naval  Facilities  Engineering 

Command 

Philadelphia  PA  19112 
Director  Northern  Field  Div 
Office  of  Civilian  Personnel 
Northern  Field  Div 
Bldg  4  Naval  Base 
Philadelphia  PA  19112 
Commander 

Philadelphia  Naval  Shipyard 
Philadelphia  PA  19112 
Commandant 

1st  Naval  District 

Fourth  Naval  District  Headquarters 
Philadelphia  PA  19112 
Commandant 
3rd  Naval  District 
Fourth  Naval  District  Headquarters 
Philadelphia  PA  19112 
Commandant 
4th  Naval  District 
Philadelphia  PA  19112 
Commanding  Officer  , 

Naval  Publication  and  Forms  Center 
5801  Tabor  Avenue 
PhiladeljjJiia  PA  19120 
Commanding  Officer 

Naval  Medical  Material  Support 
Command 

3500  South  Broad  St 
Philadelphia  PA  19145 
Commanding  Officer 

Naval  Regional  Medical  Center 
17th  St  and  Pattison  Ave 
Philadephia  PA  19145 


PUERTO  RICO  AND  VIRGIN  ISLANDS 

Commanding  Officer 
Camp  Garcia 

Fleet  Marine  Force  Atlantic 
Vieques  PR  00765 


RHODE  ISLAND 

Commanding  Officer 
Manne  Barracks 

Naval  Education  &  Training  Center 
Newpoit,  RI  02840 
Commander 

Naval  Education  and  Training  Center 
Newport  RI  02840 
Commanding  Officer 
Naval  Justice  School 
Newport,  RI  02840 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Education  and  Training  Center 
Newport  RI  02840 
Commanding  Officer 

Naval  Regional  Dental  Center 
Newport  RI  02840 
Commanding  Officer 

Naval  Regional  Medical  Center 
Newport  RI  02840 
Commander 

Naval  Reserve  Readiness  Command 
Region  One  Bldg  344 
Naval  Education  and  Training  Center 
Newport  RI  02840 
Commanding  Officer 

Naval  Underwater  Systems  Center 
Newport  RI  02840 
President 

Naval  War  College 
Newport  RI  02840 
Officer  in  Charge 

Navy  Commissary  Store  Region 
Newport  RI  02840 
Officer  in  Charge 
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Navy  Finance  Office 
Newport  RI  02840 
Commanding  Officer 
Surface  Warfare  Officers  School 
Command 
Newport  RI  02840 
Commanding  Officer 
Naval  Construction 
Battalion  Center 
Davisville  RI  02854 


SOUTH  CAROLINA 

Commanding  Officer 

Naval  Electronic  Systems 
Engineering  Center  Room  512 
Federal  Bldg,  334  Meeting  St 
Charleston  SC  29403 
Commanding  Officer 

Atlantic  Reet  Polaris  Material 
Office 
Naval  Base 
Charleston  SC  29408 
Commander 

Charleston  Naval  Shipyard 
Naval  Base  >■ 

Charleston,  SC  29408 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  CSN 
Naval  Base 
Charleston  SC  29408 
Commanding  Officer 
Fleet  and  Mine  Warfare 
Training  Center 
Naval  Base 
Charleston  SC  29408 
Commanding  Officer 
Marine  Barracks 
Naval  Weapons  Station 
Charleston  SC  29408 
Commander 

Mine  Warfare  Command 
Charleston  SC  29408 
Commander 
Naval  Base 
Charleston  SC  29408 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit-412 

Naval  Station  Naval  Base 
Charleston  SC  29408 
Commanding  OITicer 

Naval  Investigative  Service  Office 
Charleston 
Naval  Base 
Charleston  SC  29408 
Officer  in  Charge 

Naval  Legal  &rv  ice  Office 
Naval  Base 
Charleston  SC  29403 
Commanding  Officer 

Naval  Regional  Dental  Center 
Charleston  SC  29408 
Commanding  Officer  • ' 

Naval  Regional  Medtcal  Center 
Charleston  SC  29408 
Commander 

Naval  Reserve  Readi.ness  Command 
Region  Seven 
Naval  Base 
Charleston  SC  29408 
Commanding  Officer 

Naval  Security  Group  Activity 
Naval  Base  n 

Charleston  SC  29408 
Commanding  Officer 
Naval  Station 
Naval  Base 
Charleston  SC  29408 
Commanding  Officer 
Naval  Weapons  Station 
Charleston  SC  29408 


Officer  in  Charge 

Navy  Commissary  Store  Region 
Charleston  SC  29408 
Officer  in  Charge 
Navy  Finance  Office 
Naval  Base 
Charleston  SC  29408 
Commanding  Officer 

Navy  Fleet  Ballistic  Missile 
Submarine  Training  Center 
Naval  Base 
Charleston  SC  29408 
Director 

Navy  Publications  and  Printing 
Service  Southeast  Division 
Naval  Base,  Bldg  35 
Charleston  SC  29408 
Commanding  Officer 
Polaris  Missile  Facility 
Atlantic 

Charleston  SC  29408 
Commandant 
6th  Naval  District  ' 

Naval  Base 
Charleston  SC  29408 
Commanding  Officer 
Naval  Supply  Center 
Charleston  SC  29411 
Com.manding  Officer 

Southern  Division  Naval  Facilities 
Engineering  Command 
P(3  Box  10068 
Charleston  SC  29411 
Commanding  Officer 

Marine  Corps  Air  Station 
Beaufort  SC  29902 
Commanding  Officer 
Naval  Hospital 
Beaufort  SC  29902 
Commanding  General 

Murine  Corps  Recruit  Depot 
Parris  Island  SC  29905 
Commanding  Officer 

Naval  Regional  Dental  Center 
Parris  Island  SC  29905 


TENNESSEE 

Commander 

Nav  al  Reserve  Readiness  Command 
Region  Nine 

Bldg  E34  Naval  Air  Station  Memphis 
Millington  TN  38045 
Commanding  Officer 

Human  Resource  Management  School 
Naval  Air  Station  Memphis 
Millington  TN  38054 
Commanding  Officer 

Naval  Air  Maintenance  Training 
Group 

Naval  Air  Station  Memphis 
Millington  TN  38054 
Commanding  Officer 

Naval  Air  Station  Memphis 
Millington  TN  38054 
Commanding  Officer 

Naval  Air  Technical  Training 
Center 

fs'AS  Memphis  (85) 

Millington  I  N  38054 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit  404 

Naval  Air  Station  Menphis 
Millington  TN  38054 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Air  Station  Memphis 
Millington  TN  38054 
Commanding  Officer 

Naval  Regional  Medical  Center 
Memphis 
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Millington  TN  38054 
Officer  in  Charge 

Navy  Commissary  Store 
Naval  Air  Station  Memphis 
Millington  TN  38054 
Chief  of  Naval 
Technical  Training 
Naval  Air  Station 
Memphis 

Millington  TN  38054 


TEXAS 

Director 

Navy  Office  of  Information 
Dallas  Branch  Main  Tower  Bldg 
1200  Main  St  Suite  230 
Dallas  TX  75202 
Commanding  Officer 
Naval  Air  Station 
Dallas  TX  75211 
.  Commander 

Naval  Reserve  Readiness  Command 
Region  Eleven 
Bldg  1 1  Naval  Air  Station 
Dallas  TX  75211 
Commander 

Navy  Recruiting  Area  Seven 
149<i  Regal  Row 
Dallas  TX  75247 
Commanding  Officer 
Naval  Air  Station 
Chase  Field 
Beeville  TX  78102 
Commander 

Training  Air  Wing  Three 
Naval  Air  Station  Chase  Field 
Beeville  TX  78102 
Commanding  Officer 

Training  Squadron  Twenty-Five 
Naval  Air  Station  Chase  Field 
Beeville  TX  78103 
Commanding  Officer 

Training  Squadron  Twenty-Four 
Naval  Air  Station  Chase  Field 
Beeville  TX  78103 
Commanding  Officer 
Training  Squadron  Twenty-Six 
Naval  Air  Station  Chase  Field 
Beeville  TX  78103 
Commanding  Officer 
Naval  Air  Station 
Kingsville  TX  78363 
Commander 

Training  Air  Wing  Two 
Naval  Air  Station 
Kingsville  TX  78363 
Commanding  Officer 
Training  Squadron  Twenty-One 
Naval  Air  Station 
Kingsville  TX  78363 
Commanding  Officer  ' 

Training  Squadron  Twenty-Three 
Naval  Air  Station 
Kingsville  TX  78363 
Commanding  Officer 

Training  Squadron  Twenty-Two 
Naval  Air  Station 
Kingsville  TX  78363 
Commanding  Officer 
Naval  Air  Station 
Corpus  Christi  TX  78419 
Chief  of  NaVal  Air  Training 
Naval  Air  Station 
Corpus  Christi  TX  78419 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit  407 

Naval  Air  Station 
Corpus  Christi  TX  78419 
Officer  in  Charge 

Naval  Legal  Service  Office 


Naval  Air  Station 
Corpus  Christi  TX  78419 
Commanding  Officer 
Naval  Regional  Medical  Center 
Corpus  Christi  TX  78419 
Officer  in  Charge 
Navy  Commissary  Store  Region 
Corpus  Christi  TX  78419 
Commander 

Training  Air  Wing  Four 
Naval  Air  Station 
Corpus  Christi  TX  78419 
Commanding  Officer 
Training  Squadron  Thirty-One 
Naval  Air  Station 
Corpus  Christi  TX  78419 
Commanding  Officer 
Training  Squadron  Twenty-Eight 
Naval  Air  Station 
Corpus  Christi  TX  78419 
Commanding  Officer 

Training  Squadron  Twenty-Seven 
Naval  Air  Station 
Corpus  Christi  TX  78419 


VIRGINIA 

Director 

Naval  Audit  Service  Capital  Region 
PO  Box  1206 
Falls  Church  VA  22041 
Director 

Naval  Audit  Service  Headquarters 
PO  Box  1206 
Falls  Church  VA  22041 
Commanding  General 

Marine  Corp  Development  * 
and  Fxlucation  Command 
Quantico  VA  22134 
Commanding  Officer 

Marine  Corps  Air  Facility 
Quantico  VA  22134 
Commanding  Officer 
Naval  Hospital 
Quantico  VA  22134 
Commanding  Officer 

Human  Resource  Management  Center 
Washington 

1000  North  Glebe  Road 
Arlington  VA  22201 
Director 

Capital  Area  Personnel  Services 
Office  Navy  Department  of  the  Navy 
801  North  Randolph  St 
Arlington  VA  22203 
Commander 

Navy  Recruiting  Command 
4015  Wilson  Boulevard 
Arlington  VA  22203 
Officer  in  Charge 

Headquarters  Navy-Marine  Corps 
Mars  Radio  Station  Navy  Service  Ctr 
8th  Street  and  South  Courthouse  Rd 
Arlington  VA  22204 
Commanding  Officer 
Headquarters  Battalion 
Headquarters  US  Marine  Corps 
Henderson  Hall 
Arlington  VA  22214 
Commanding  Officer 

Marine  Security  Guard  Battalion 
Headquarters  (State  Department) 

US  Marine  Corps  Henderson  Hall 
Arlington  VA  22214 
Chief  of  Naval  Research 
800  North  Quincy  St 
Arlington  VA  22217 
Commanding  Officer 

Naval  Administrative  Services 
Command  Room  901 
4660  Kenmore  Avenue 
Alexandria  VA  22304 
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Commanding  Officer 
Navy  Petroleum  Office 
Cameron  Station 
Alexandria  VA  22314 
Commander 

Naval  Intelligence  Command 
Naval  Intelligence  Command  Hdqtrs 
2461  Eisenhower  Ave 
Alexandria  VA  22331 
Commanding  Officer 

Naval  Intelligence  Processing 
System  Support  Activity 
2461  Eisenhower  Ave 
Alexandria  VA  22331 
Director  Naval  Investigative 
Service/Commanding  Officer  Naval 
Investigative  Service  Headquarters 
2461  Eisenhower  Ave 
Alexandria  VA  22331 
Oceanographer  of  the  Navy 
Hoffman  II 
200  Stovall  Street 
Alexandria  VA  22332 
Commander 

Naval  Facilities  Engineering 
Command  NAVFACENGCOM  Hdqtrs 
200  Stovall  Street 
Alexandria  VA  22332 
Officer  in  Charge 
of  Construction  Naval  Facilities 
Engineering  Command  Contracts 
Bethesda,  200  Stovall  St. 

Alexandria,  VA  22332 
Commanding  Officer 

Naval  Space  Surveillance  System 
Dahlgren  VA  22448 
Commander 

Naval  Surface  Weapons  Center 
Dahlgren  VA  22448 
Officer  in  Charge 
Cheatham  Annex 
Naval  Supply  Center  Norfolk 
Williamsburg  VA  23185 
Commanding  Officer 

Naval  Security  Group  Activity 
Northwest 

Chesapeake  VA  23322 
Director 

Naval  Audit  Service  Southeast  Regio 
5701  Thurston  Ave 
V'irginia  Beach  VA  23455 
Officer  in  Charge 

Reet  Air  Intelligence  Support 
Center  Oceana 
Naval  Air  Station  Oceana 
Virginia  Beach  VA  23460 
Commanding  Officer 
Naval  Air  Station 
Oceana 

Virginia  Beach  VA  23460 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit-415 

Naval  Air  Station,  Oceana 
V'irginia  Beach  VA  23460 
Officer  in  Charge 

Central  Test  Site  for  Personnel  and 
Training  Evaluation  Program 
Navy  Guided  Missiles  School  DamNeck 
Virginia  Beach  VA  23461 
Commanding  Officer 

Reet  Combat  Direction  Systems 
Support  Activity  Dam  Neck 
Virginia  Beach  VA  23461 
Commanding  Officer 

Reet  Combat  Training  Center 

Atlantic 

Dam  Neck 

'  Virginia  Beach  VA  23461 
Commanding  Officer 

Naval  Guided  Missiles  School 
Dam  Neck 

Virginia  Beach  VA  23461 


Commanding  Officer 

Human  Resource  Management  Center, 
Norfolk 

5621-23  Tidewater  Drive 
Norfolk.  VA  23509 
Commanding  Officer 

Atlantic  Command  Operations  Support 
Facility 
Naval  Station 
Norfolk  VA  23511 
Commander 

Atlantic  Division 
Naval  Facilities  Engineering 
Command 
Norfolk  VA  23511 
Commanding  Officer 

Atlantic  Fleet  Data  Processing 
Service  Center  Norfolk 
Norfolk  VA  23511 
Commanding  Officer 
Camp  Elmore 
Marine  Corps 
-Norfolk  VA  23511 
Naval  Air  Systems 
Command  Representative 
Atlantic 

Naval  Air  Station 
Norfolk  VA  23511 
Commanding  Officer 

Fleet  Accounting  and  Disbursing 
Center  U  S  Atlantic  Fleer 
Building  132  Naval  Station 
Norfolk  VA  23511 
Commanding  Officer 
Fleet  Anti-Submarine  Warfare 
Training  Center,  Atlantic 
Naval  Station 
Norfolk,  VA  23511 
Director 

Fleet  Home  Town  News  Center 
Norfolk  VA  23511 
Commanding  Officer 
Fleet  Intellience  Center 
Europe  and  Atlantic 
Norfolk  VA  23511 
Commanding  Officer 

Fleet  Intelligence  Training  Center 
Atlantic 

Bldg  N25A,  Naval  Station 
Norfolk  VA  23511 
Commanding  General 

Fleet  Marine  Force  Atlantic/ 
Commanding  General  Fleet  Marine 
Force  Europe  (Designate) 

Norfolk  VA  23511 
Commanding  Officer 
Fleet  Training  Center 
Norfolk  VA  23511 
Commanding  Officer 
Fleet  Weather  Central 
McAdie  Building  (U-117) 

Naval  Air  Station 
Norfolk  VA  23511 
Commanding  Officer 
Marine  Barracks 
Norfolk  VA  23511 
Commanding  Officer 

Naval  Administrative  Command 
Armed  Forces  Staff  College 
Norfolk  VA  23511 
Commanding  Officer 

Naval  Air  Rework  Facility 
Naval  Air  Station 
Noi  folk  VA  23511 
Commanding  Officer 
Naval  Air  Station 
Norfolk  VA  23511 
Commanding  Officer 

Naval  Alcohol  Rehabilitation  Center 
Building  J-50 
Naval  Station 
Norfolk  VA  23511 
Commander 
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Naval  Base 
Norfolk  VA  23511 
Commanding  OfTiccr 

Naval  Communication  Area  Master 
Station  Lant 
Norfolk  VA  23511 
,  Officer  in  Charge 

Naval  Construction  Battalion 
Unit-411 
Naval  Station 
Norfolk  V A  23511 
Commanding  Officer 

Naval  Education  and  Training 
Support  Center,  Atlantic 
Bldg  Z-86,  Naval  Station 
Norfolk  VA  23511 
Commanding  Officer 

Naval  Investigative  Service  Office 
Norfolk 

Norfolk  VA  23511 
Officer  in  Charge 

Naval  Legal  Service  Office 
Naval  Base 
Norfolk  VA  23511 
Commanding  Officer 

Naval  Regional  Denial  Center 
Norfolk  VA  23511 
Commander 

Naval  Safely  Center 
Naval  Air  Station 
Norfolk  V A  23511 
Commanding  Officer 
Naval  Station 
Norfolk  VA  2351 1 

Commander  ‘ 

Naval  Surface  Force 
US  Atlantic  Fleet 
Norfolk  VA  23511 
Officer  in  Charge 

Navy  Environmental  and 
Preventive  Medicine  Unit  No  2 
Norfolk  VA  23511 
Commanding  Officer 

Navy  Manpower  and  Material 

Analysis  Center 

Atlantic 

Norfolk  VA  23511 
Commanding  Officer 

Navy  Material  Transportation  Office 
Bldg  Z-133 
Naval  Station 
Norfolk  VA  2351  1 
Director 

Navy  Public  Affairs  Center  Norfolk 
Naval  Station 
Norfolk  VA  23511 
'Commanding  Officer 

Navy  Public  Works  Center 
Norfolk  VA  23511 
Commander 

Oceanographic  System  Atlantic 
Box  100 

Norfolk  V A  23511 
Director  Southern  Field  Div 
Office  of  Civilian  Personnel 
Southern  Field  Division 
Bldg  A-67  Naval  Station 
Norfolk  VA  23511 
Commander 

Submarine  Force 
■  US  Atlantic  Fleet 
Norfolk  VA  2351 1 
Commander  in  Chief 
US  Atlantic  Fleet 
Norfolk  VA  23511 
Commander  Naval  Air  Force 
US  Atlantic  Fleet 
Norfolk  V A  23511 
Commander  Training  Command  ,, 

US  Atlantic  Fleet 
Norfolk  VA  23511 
Commandant 

5th  Naval  District 


Norfolk  VA  23511 
Commanding  Officer 
Naval  Supply  Center 
Norfolk  VA  23512 
Military  Sealift  Command 
Office  Norfolk  Bldg  YIOOA 
Naval  Supply  Center 
Norfolk  VA  23512 
Senior  Member 
Sub-Board  of  Inspection 
and  Survey  Atlantic 
Naval  Amphibious  Base 
Norfolk  VA  23520 
Commanding  Officer 
Naval  Amphibious  Base 
Little  Creek 
Norfolk  VA  23521 
Commanding  Officer 

Naval  Amphibious  Schixd 
Little  Creek 

Naval  Amphibious  Base 
Norfolk  VA  23521 
Officer  in  Charge 

Navy  Commissary  Store  Region 
Norfolk  VA  23521 
Commanding  Officer 
School  of  Music 
Naval  Amphibious  Base 
Little  Creek 
Norfolk  VA  23521 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Newport  News  Shipbuilding  and 
Drydock  CO 

Newport  News  VA  236()7 
Commanding  Officer 
Naval  Ophthalmic  Support  and 
Training  Activity 
Yorktown,  VA  23690 
Commanding  Officer 
Marine  Barracks 
Naval  Weapons  Station 
Yorktown  VA  23691 
Officer  in  Charge 

Naval  Mine  Engineering  Facility 
Y'orktown  VA  23691 
Commanding  Officer 
Naval  Weapons  Station 
Yorktown  VA  23691 
Commanding  Officer 

Naval  Sea  Support  Center  Atlantic 
St  Juliens  Creek  Annex 
Portsmouth  VA  23702 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
PO  Box  215 
Portsmouth  VA  23705 
Commanding  Officer,  Naval 
Electronic  Systems  Engineering 
Center,  Portsmouth 
PO  Box  55 

Portsmouth  VA  23705 
Commanding  Officer 

Naval  Regional  Medical  Center 
Portsmouth  VA  23708 
Commanding  Officer 
Marine  Barracks 
Norfolk  Naval  Shipyard 
Portsmouth,  VA  23709 
Commanding  Officer 
Naval  Inactive  Ship 
Maintenance  Facility 
Norfolk  Naval  Shipyard 
Portsmouth  VA  23709 
Commanding  Officer 

Naval  School  Cryogenics  Class  C 
Norfolk  Naval  Shipyard 
Portsmouth  VA  23709 
Commander 

Norfolk  Naval  Shipyard 
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Portsmouth  VA  23709 


WASHINGTON 

Director  Consolidated 
Civilian  Personnel  Office 
Naval  Support  Activity 
7200  Sand  Point  Way 
Seattle  WA  98115 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Seattle  WA  98115 
Officer  in  Charge 
Naval  Legal  Service  Office 
Seattle  WA  98115 
Commanding  Officer 

Naval  Regional  Medical  Clinic 
Naval  Support  Activity 
Seattle  WA  98115 
Commander 

Naval  Reserve  Readiness  Command 
Region  Twenty-Two  Bldg  9 
Naval  Support  Activity 
Seattle  WA  98115 
Commanding  Officer 
Naval  Support  Activity 
Seattle  WA  98115 
Officer  in  Charge 
Navy  Commissary  Store  Region 
Seattle  WA  98115 
Officer  in  Charge 
Navy  Finance  Officer 
Seattle  WA  98115 
Commandant 

13th  Naval  District 
Seattle  Wash  98115 
Military  Sealift 
Command  Office  Seattle 
Pier  91 

Seattle  Wash  98119 
Officer  in  Charge 

Naval  Radio  Station  T 
Jim  Creek 
Oso  WA  98223 
Commanding  Officer 
,  Marine  Barracks 
Naval  Air  Station  Whidbey  Island 
Oak  Harbor  WA  98277 
Commanding  Officer 
Naval  Air  Station 
Whidbey  Island 
Oak  Harbor  WA  98278 
Officer  in  Charge 

Naval  Construction  Battalion-417 
Naval  Air  Station,  W'hidbey  Island 
Oak  Harbor  WA  98278 
Commanding  Officer 
Naval  Hospital 
Whidbey  Island 
Oak  Harbor  WA  98278 
Officer  in  Charge  of  Construct 

Naval  Facility  Engineering  Command 
Trident  5610  Kitsap  Way 
PO  Box  L'U  Wycoff  Station 
Bremerton.  WA  98310 
Commanding  Officer 
Naval  Inactive  Ship 
Maintenance  Facility 
Puget  Sound  Naval  Shipyard 
Bremerton  WA  98314 
Commanding  Officer 

Naval  Regional  Dental  Center 
Bremerton.  WA  98314 
Commanding  Officer 

Naval  Regional  Medical  Center 
Bremerton  WA  98314 
Commanding  Officer 
Naval  Supply  Center  Puget  Sound 
Bremerton  WA  98314 
Officer  in  Charge 

Pacific  Meet  Polaris  Material 
Office 


Puget  Sound  Naval  Shipyard 
Bremerton  WA  98314 
Cotrtmander 

Puget  Sound  Naval  Shipyard 
Bremerton.  WA  98314 
Commanding  Officer 
Marine  Barracks 
Naval  Submarine  Base  Bangor 
Bremerton  WA  98315 
Commanding  Officer 

Naval  Submarine  Base  Bangor 
Baremerton  WA  98315 
Commanding  Officer 
Trident  Training  Facility 
Bangor 

Bremerton  WA  98315 
Commanding  Officer 

US  Naval  Torpedo  Station 
Keyport  WA  98345 
Commanding  Officer 

Strategic  Weapons  Facility,  Pacific 
Silverdale,  WA  98383 
Commanding  Officer 
Naval  Facility 
Pacific  Beach 
Pacific  Beach  WA  98571 


WEST  VIRGINIA 

Commanding  Officer 
Naval  Radio  Station  R 
Sugar  Grove  WV  26815 


WISCONSIN 

Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
PO  Box  26 

Sturgeon  Bay  WI  54235 


WYOMING 

Officer  in  Charge  Navy 

Petroleum  and  Oil  Shale  Reserves 
Colorado  Utah  and  Wyoming 
400  East  First  St  Suite  311 
Casper  WY  82601 


APO/FPO  ADDRESSES 

Commander 

Military  Sealift  Command  Eastern 
Atlantic  and  Mediterranean 
APO  New  York  09069 
Commanding  Officer 
US  Naval  Air  Facility 
APO  New  York  09127 
Military  Sealift 
Command  Office 
APO  New  York  09159 
Chief 

Navy  Technical  Assistance  Field 
Team  Box  2501 
APO  New  York  09205 
Commanding  Officer 

US  Naval  Security  Group  Activity 
APO  New  York  09240 
Officer  in  Charge 
of  Construction  Naval 
Facilities  Engineering  Command 
Contracts  Spain 
APO  New  York  09285 
Liaison  Officer 

US  Navy  Shipbuilding  Liaison  Office 
Spain 

APO  New  York  09285 
Commanding  Officer 
TUSLOG  Detachment  28 
APO  New  York  09324 
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Commander 

US  Forces  A/ores 
APO  New  York 
Commanding  OITicer 
US  Naval  Air  Facility 
APO  New  York  09406 
Commander 

US  Naval  Forces  Azores 
APO  New  York  09406 
Commanding  Officer 

US  Naval  Security  Group  Activity 
APO  New  York  09406 
Commanding  Officer 

US  Naval  Security  Group  Activity 
APO  New  York  09458 
Commander 

Amphibious  Group  2 
FPO  New  York  09501 
Commander 

Anl'submarine  Warfare  Force 
US  SLvth  Fleet 
FPO  New  York  09501 
Commander 

Attack  earner  Striking  Force 
Sixth  Fleet 

FPO  New  York  09501 
Commander 

Middle  East  Force 
FPO  New  York  09501 
C'ommander 
Second  Fleet 
FPO  New  York  09501 
Commander 
Sixth  Fleet 

FI’O  New  York  09501 
Commander 

South  Atlantic  Force 
US  Atlantic  Fleet 
FPO  New  York  09501 
Commander  in  Chief 

US  Naval  Forces  Europe 
FPO  New  York  09501 
Military  Sealift 
Commund  Office 
Box  29 

FPO  New  York  09510 
US  Commander 
Eastern  Atlantic 
FPO  New  York  09510 
Counsel 

European  Branch 
Office  of  the  General  Counsel 
Department  of  the  Navy 
Fm  New  York  09510 
Commanding  Officer 

F  leei  Operations  Control  Center 
US  Naval  Forces  Europe/US 
Eastern  Atlantic  Box  12 
F-PO  New  York  09510 
Commanding  Officer 

Human  Ri*source  Management  Center 
B.)x  23 

FPO  New  York  09510 
Commanding  Officer 
Marine  Barracks 
US  Naval  Activities 
FPO  New  York  09510 
Commanding  Officer 

Office  of  Naval  Research 
Branch  Office  Box  39 
FPO  New  York  09510 
Commander 

US  Naval  Activities  United  Kingdom 
FPO  New  York  09510 
Commanding  Officer 

US  Naval  Communication  Unit 
FPO  New  York  09510 
Commanding  Officer 

US  Naval  Investigative  Service 

Office 

Box  1 1 

FPO  New  York  09510 
Officer  in  Charge 


US  Navy  Commissary  Store  Region 
United  Kingdom 
FPO  New  York  09510 
Commanding  Officer 
US  Naval  Aviation 
Weapons  Facility 
FPO  New  York  09511 
Commanding  Officer 

US  Communication  Station 
FPO  New  York  09512 
Commanding  Officer 

U  S  Naval  Communication  I'nit 
FPO  New  York  09516 
Commanding  Officer 

US  Naval  Security  Group 
Activity 

FPO  New  York  09518 
Commanding  Officer 
U  S  Naval  Facility 
FPO  New  York  09519 
Commander 

Area  ASW  Forces  Sixth  Fleet 
U  S  Naval  Support  Activity 
FPO  New  York  09521 
Commander 

Fleet  Air  Mediterranean 
FPO  New  York  09521 
Commanding  Officer 
Marine  Barracks 
FPO  New  York  0952 1 
Commander 

Military  Sealift  Command 
Mediterranean  Sub-Area 
PO  Box  23 

FPO  New  York  09521 
Commander  Maritime 

Surveillance  and  Reconnaissance 
Forces  U  S  Sixth  Fleet 
FPO  New  York  0952 1 
(Officer  in  Charge 

IIS  Naval  Legal  Service  Office 
US  Naval  Support  Actix  ifv 
FPO  New  York  09521 
Crtmmanding  Officer 

US  Naval  Regional  Medical  Center 
PO  Box  19 

FPO  New  York  0952 1 
Officer  in  Charge 

US  Naval  Regional  PriKurement 
Office 

FPO  New  York  09521 
Commanding  Officer 

US  Naval  Support  Actixiiv 
FPO  New  York  09521 
Officer  ill  Charge 

US  Navy  Commis.s;iry  Store  Region 
FPO  New  York  09521 
Officer  in  Charge 

US  Navy  Environmental  and 
Preventive  Medicine  Unit  No.  7 
FPO  New  l  oik  09521 
Commanding  Officer 

U  S.  Naval  Regional  Dental  Center 
FPO  New  York  0‘)521 
Officer  in  Charge 

Detachment  Sigonella 
Commander  Antisubmarine  Warfare 
Force  liS  Sixth  Fleet  Box  288 
FPO  New  York  09523 
Commanding  Officer 
US  Naval  Air  Facility 
FPO  New  York  09523 
Commanding  Officer 

U  S  Naval  Communication  Area  Master 
Station  Med 
FPO  New  York  09524 
Director 

US  Navy  Publications  and  Printing 
Service  European  Division 
Box  108 

FPO  New  York  09524 
Commanding  Officer 

U  S  Naval  Communication 
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Station 

FPO  New  York  09525 
Commanding  Officer 

US  Naval  Medical  Research  Unit  3 
FPO  New  York  09527 
Commanding  Officer 
US  Navy  Support  Office 
FPO  New  York  09533 
Officer  in  Charge 
Detachment  Rota 

Commander  Antisubmarine  Warfare 
Force  US  Sixth  Fleet 
FPO  New  York  09540 
Commanding  Officer 
Fleet  Weather  Central 
Box  31 

FPO  New  York  09540 
Commanding  Officer 
Marine  Barracks 
FPO  New  York  09540 
Commander 

US  Naval  Activities  Spain 
FPO  New  York  09540 
Commanding  Officer 
US  Naval  Communication 
Station 

FPO  New  York  09540 
Commanding  Officer 
US  Naval  Hospital 
FPO  Nevv’  York  09540 
Commanding  Officer 
US  Naval  Station 
FPO  New  York  09540 
Officer  in  Charge 

US  Navy  Commissary  Store 
FPO  New  York  09540 
Commanding  Officer 

U  S  Naval  Communication 
Station 

FPO  New  York  09542 
Commanding  Officer 
Marine  Barracks 
FPO  New  York  09544 
Officer  in  Charge 

Navy  Commissary  Store  Region 
FPO  New  York  09544 
Officer  in  Charge 

US  Naval  Radio  Station  T 
FPO  New  York  09546 
Commander 

Antilles  Defense  Command 
FPO  New  York  09551 
Commanding  Officer 
Atlantic  Fleet  Weapons 
Training  Facility 
FPO  New  York  0*^551 
Commander 

Fleet  Air  Caribbean 
FPO  New  York  0«551 
Commanding  Officer 
Marine  Barracks 
FPO  New  York  09551 
Officer  in  Charge 

US  Commissary  Store  Region 
FPO  New  York  09551 
Commander 
US  Naval  Base 
FPO  New  York  0<»551 
Commander 

US  Naval  Forces  Caribbean 
FPO  New  York  0^551 
Commanding  Officer 
US  Naval  Hospital 
FPO  New  York  09551 
Commanding  Officer 
US  Naval  Station 
FPO  New  York  09551 
Commanding  Officer 
U.S.  Naval  Regional  Dental  Center 
FPO  New  York  09551 
Commanding  Officer 
US  Naval  Facility 
FPO  New  York  09552 


Commanding  Offiper 
US  Naval  Facility 
FPO  New  York  09553 
Commanding  Officer 

U  S  Naval  Communication 
Station 

FPO  New  York  09554 
Commanding  Officer 

US  Naval  Security  Group  Activity 
FPO  New'  York  09555 
Commanding  Officer 
US  Naval  Facility 
FPO  New  York  09556 
Commanding  Officer 
US  Naval  Facility 
FPO  New  York  09558 
Commanding  Officer 
Marine  Barracks 
FPO  New  York  09560 
Commanding  Officer 
U5  Naval  Air  Station 
FPO  New  York  09560 
Commanding  Officer 
US  Naval  Facility 
FPO  New  York  09560 
Officer  in  Charge 

US  Navy  Commissary  Store 
FPO  New  York  09560 
Commander 

Fleet  Air  Kefiavik 
FPO  New  York  09571 
Commander 

Iceland  Defense  Force 
Box  I 

FPO  New  York  09571 
Commanding  Officer 
Marine  Barracks  . 

FPO  New  York  09571 
Commanding  Officer 

Naval  Security  Group  Activity 
FPO  New  York  09571 
Commanding  Officer 
U  S  Naval  Facility 
Box  7 

FPO  New  York  09571 
Commanding  Officer 
US  Naval  Communication 
Station  Box 
FPO  New  York  09571 
Commander 

US  Naval  Forces  Iceland 
FPO  New  York  09571 
Commanding  Officer 
US  Naval  Station 
FPO  New  York  09571 
Officer  in  Charge 

US  Navy  Commissary  Store 
FPO  New  York  09571 
Military  Sealift 
Command  Office 
FPO  New  York  09580 
Commanding  Officer 

US  Naval  Communication  Station 
FPO  New  York  09580 
Commanding  Officer 

US  Naval  Security  Group 

Activity- 

Box  5028 

FPO  New  York  09584 
Commanding  Officer 
Marine  Barracks 
FPO  New-  York  09585 
Commanding  Officer 
U  S  Naval  Station 
•  FPO  New  York  09585 
Commanding  Officer 
Marine  Barracks 
FPO  New  York  09593 
Commanding  Officer 
U  S  Naval  Station 
FPO  New  York  09593 
Commanding  Officer 
US  Naval  Air  Station 
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FPO  New  York  09593 
Commander 
US  Naval  Base 
Box  34 

FPO  New  York  09593 
Commanding  Officer 
US  Naval  Hospital 
FPO  New  York  09593 
Commanding  Officer 

US  Naval  Security  Group  Activity 
US  Naval  Base  Box  41 
FPO  New  York  09593 
Officer  in  Charge 

US  Navy  Commissary  Store 
FPO  New  York  09593 
Commanding  Officer 
U  S  Naval  Facility 
FPO  New  York  09597 
Officer  in  Charge 

US  Navy  Commissary  Store 
FPO  New  York  09597 
Officer  in  Charge 

US  Sending  State  Office 
for  Italy 

APO  New  York  09794 
Commanding  Officer 

US  Naval  Security  Group  Activity 
APO  San  Francisco  96210 
Military  Sealift 
Command  Office 
APO  San  Francisco  96259 
Military  Sealift 
Command  Office 
Box  25 

APO  San  Francisco  96263 
Commanding  Officer 

Headquarters  Support  Activity 
Box  25 

APO  San  Francisco  96263 
Commanding  Officer 
US  Naval  Hospital 
Box  4 

APO  San  Francisco  96263 
Commanding  Officer 

US  Naval  Medical  Research  Unit  No  2 
B<ix  14 

APO  San  Francisco  96263 
Officer  in  Charge 

US  Navy  Commissary  Store  Region 
APO  San  Francisco  96263 
Commander 

US  Taiwan  Defense  Command 
APO  San  Francisco  96263 
Commanding  Officer 

U  S  Naval  Security  Group  Activity 
APO  San  Francisco  96274 
Commander 

U  S  Forces  Korea 
APO  San  Francisco  96301 
Commander 

US  Naval  Forces  Korea 
APO  San  Francisco  96301 
Commander 

US  Forces  Japan 
•  APO  San  Francisco  96328 
Commanding  Officer 

US  Naval  Security  Group 

Activity 

Torii  Station 

APO  San  Francisco  96331 
Officer  in  Charge 

Naval  Medical  Admininistrative  Unit 
Tripler  Army  Medical  Center 
APO  San  Francisco  96438 
Commanding  Officer 
I'S  Naval  Air  Facility 
APO  San  Francisco  96519 
Officer  in  Charge 

of  Construction  Naval  Facilities 
Fngineering  Command  Contracts 
Seiuthwest  Pacific 
APO  San  Francisco  96528 
Commander 


Amphibious  Group  1 
FPO  San  Francisco  96601 
Commander 
Carrier  Striking  Force 
Seventh  Fleet 
FPO  San  Francisco  96601 
Commander 

Cruiser  Destroyer  Force 
Seventh  Fleet 
FPO  San  Francisco  96601 
Commander 
Seventh  Fleet 
FPO  San  Francisco  96601 
Commander  Amphibious  Force 
Seventh  Fleet 
FPO  San  Francisco  96601 
Commander 

l^S  Naval  Support  Force  Antarctica 
FPO  San  Francisco  96601 
Commanding  General 

III  Marine  Amphibious  Force  FMF 
FPO  San  Francisco  96602 
Commanding  General 
1st  Marine  Aircraft  Wing 
FPO  San  Francisco  96602 
Commanding  General 
3D  Marine  Division  FMF 
FPO  San  Francisco  96602 
Commanding  OITicer 
Camp  H  M  Smith  US  Marine  Corps 
FPO  San  Francisco  CA  96610 
Military  Sealift 
Command  Office 
Box  115 

FPO  San  Francisco  96610 
Supervisor  of  Shipbuilding 
Conversion  and  Repair  USN 
Box  400 

FPO  San  Francisco  96610 
Commanding  Officer 
Fleet  Intelligence  Center 
Pacific 

FPO  San  Francisco  96610 
Commanding  General 

Fleet  Marine  Force  Pacific 
FPO  San  Francisco  96610 
Commanding  Officer 
Fleet  Weather  Central 
Box  1 13 

FPO  San  Francisco  96610 
Commanding  Officer 

Human  Resource  Management  Center 
FPO  San  Francisco  96610 
Commanding  Officer 
Marine  Barracks  Hawaii 
F'PO  San  F'rancisco  96610 
Commander 

Marine  Corps  Base  Pacific 
FPO  San  Franeisco  96610 
Officer  m  Charge 

Naval  Air  Logistic  Control  Office 
Pacific  CINCPACFLT  Box  3 
FPO  San  Fr.incisco  96610 
Commander 
Naval  Base 
Box  1 10 

FPO  San  Francisco  96610 
Officer  in  Charge 

Naval  Construction  Battalion 
Unit  413  Naval  Station 
FPO  San  Francisco  96610 
Commanding  Officer 

Naval  Investigative  Service  Office 
Pacific  Box  76 
FPO  San  Francisco  96610 
Officer  in  Charge 

Naval  Legal  Service  Office 
Box  124 

FPO  San  Francisco  96610 
Commander 

Naval  Logistics  Command 

US  Pacific  Fleet 

FPO  San  Francisco  96610 
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Commanding  Officer 

Naval  Regional  Dental  Center 
Box  111 

FPO  San  Francisco  96610 
Commanding  Officer 

Naval  Regional  Medical  Clinic 
Hawaii,  ^x  121 
FPO  San  Francisco  96610 
Commanding  Officer 

Naval  Ship  Systems  Command 
Management  Office  Western  Pacific 
Area.  Box  400 
FPO  San  Francisco  96610 
Commanding  Officer 

Naval  Shore  Flectronics  Engineering 
Activity  Pacific 
Box  130 

FPO  San  Francisco  96610 
Commanding  Officer 
Naval  Station 
FPO  San  Francisco  96610 
Commanding  Officer 
Naval  Submarine  Base 
FPO  San  Francisco  96610 
Commanding  Officer 

Naval  Submarine  Training 
Center  Pacific 
FPO  San  Francisco  96610 
Commanding  Officer 
Naval  Supply  Center 
Box  300 

FPO  San  Francisco  96610 
Officer  in  Charge 

Navy  Commissary  Store  Region 
FPO  San  Francisco  96610 
Officer  in  Charge 

Navy  Environmental  and  Preventive 
Medicine  Unit  No  6  Box  112 
FPO  San  Francisco  96610 
Officer  in  Charge 
Navy  Finance  Office 
FPO  San  Francisco  96610 
Commanding  Officer 

Navy  Public  Works  Center 
FPO  San  Francisco  96610 
Director 

Navy  Publications  and  Printing 
Service  Pacific  Division 
Box  126 

FPO  San  Francisco  96610 
Commander 

Oceanographic  System  Pacific- 
Box  1390 

FPO  San  Francisco  96610 
Officer  in  Charge 

of  Construction  Naval  Facilities 
Engineering  Command  Contracts 
Mid  Pacific 

FPO  San  Francisco  96610 
Director  Pacific  Field  Div 
Office  of  Civilian  Personnel 
Pacific  Field  Divi  Box  1 19 
FPO  San  Francisco  96610 
Commander 
Pacific  Division 
Naval  Facilities  Engineering 
Command 

FPO  San  Francisco  96610 
Commanding-  Officer 

Pacific  Fleet  Data  Processing 
Serv  ice  Center  Pearl  Harbor 
FPO  San  Francisco  96610 
Commander 

Pearl  Harbor  Naval  Shipyard 
Oc)x  400 

FPO  San  Francisco  96610 
Commander 
Submarine  Force 
US  Pacific  Fleet 
FPO  San  Francisco  96610 
Commander 
Third  Fleet 

FPO  San  Francisco  96610 


Commander  in  Chief 
US  Pacific  Fleet 
FIX)  San  Francisco  96610 
Commandant 

14th  Naval  District 
Naval  Base 
Box  1 10 

•  FPO  San  Francisco  96610 
Commanding  Officer 
Naval  Air  Station 
Barbers  Point 
FPO  San  Francisco  9661 1 
Commanding  Officer 
Naval  Facility 
FPO  San  Francisco  96611 
Commanding  Officer 
Naval  Magazine 
FPO  San  Francisco  96612 
Commanding  Officer 

Naval  Communication  Area  Master 

Station  EASTPAC 

Honolulu 

FPO  San  Francisco  96613  ' 

Commanding  Officer 
US  Naval  Facility 
Box  100 

FPO  San  Francisco  96614 
Commanding  Officer 
US  Naval  Station 
FPO  San  Francisco  96614 
Commanding  Officer 

Marine  Corps  Air  Station 
F  PO  San  Francisco  96615 
Commanding  Officer 
Marine  Barracks 
FIX)  San  Francisco  96630 
Office  in  Charge 
of  Construction  Naval  Facilities 
Engineering  Command  Contracts 
FPO  San  Francisco  96630 
Military  Sealift  Command 
Office  Naval  Station 
Box  198 

FPO  San  Francisco  96630 
Commanding  Officer 

U  S  Fleet  Weather  Central 
Bin  12 

COMNAVMARIANAS 
FPO  San  Francisco  96630 
Commanding  Officer 

U  S  Naval  Communication  Area  Master 
Station  WESTPAC 
FPO  San  Francisco  96630 
Commander 
US  Naval  Base 
FIX)  San  Francisco  96630 
Commanding  Officer 
US  Naval  Facility 
FPO  San  Francisco  96630 
Commander. 

US  Naval  Forces  Marianas 
FIX)  San  Francisco  96630 
Officer  in  Charge 

US  Naval  Legal  Service  Office 
COMNAVMARIANAS 
FPO  San  Francisco  96630 
Commanding  Officer 
US  Naval  Magazine 
FPO  San  Francisco  96630 
Commanding  Officer 

US  Naval  Regional  Medical  Center 
FPO  San  Francisco  96630 
Commanding  Officer 

US  Naval  Ship  Repair  Facility 
FIX)  San  Francisco  96630 
Officer  in  Charge 

US  Naval  Shore  Electronics 
Engineering  Activity 
Box  194 

FPO  San  Francisco  96630 
Commanding  Officer 
US  Naval  Station 
FPO  San  F-rancisco  96630 
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Commanding  Officer 
US  Naval  Supply  Depot 
FPO  San  Francisco  96630 
Officer  in  Charge 

US  Navy  Commissary  Store 
PO  Box  179  US  Naval  Station 
FPO  San  Francisco  96630 
Officer  in  Charge 

US  Navy  Finance  Office 
FPO  San  Francisco  96630 
Commanding  Officer 

US  Navy  Public  Works  Center 
FPO  San  Francisco  96630 
Commanding  Officer  ' 

U.S.  Naval  Regional  Dental  Center 
FPO  San  Francisco  96630  » 
Commanding  Officer 
US  Naval  Air  Station 
FPO  San  Francisco  96637 
Commanding  Officer 
Marine  Barracks 
FPO  San  Francisco  96651 
Military  Sealift  Command 
Office  Philippines 
Box  11 

FPO  San  Francisco  96651 
Commanding  Officer 

U  S  Naval  Regional  Medical  Center 
FPO  San  Francisco  96651 
Commander 
US  Naval  Base 
FPO  San  Francisco  9665 1 
Commander 

US  Naval  Forces  Philippines 
Box  30 

FPO  San  Francisco  96651 
Commanding  Officer 

US  Naval  Investigative  Service 
Office  Box  36 
FPO  San  Francisco  96651 
Officer  in  Charge 

US  Naval  Legal  Service  Office 
US  Naval  Base 
FPO  San  Francisco  96651 
Commanding  Officer 
US  Naval  Magazine 
Box  68 

FPO  San  Francisco  96651 
Commanding  Officer 

US  Naval  Ship  Repair  Facility 
FPO  San  Francisco  96651 
Officer  in  Charge 

US  Naval  Shore  Electronics 
Engineering  Activity 
Box  91 

FPO  San  Francisco  96651 
Commanding  Officer 
US  Naval  Station 
FPO  San  Francisco  96651 
Commanding  Officer 
US  Naval  Supply  Depot 
FPO  San  Francisco  96651 
Officer  in  Charge 

US  Navy  Commissary  Store  Region 
Box  28 

FPO  San  Francisco  96651 
Commanding  Officer 
US  Navy  Public  Works  Center 
FPO  San  Francisco  96651 
Commanding  Officer 

U.S.  Naval  Regional  Dental  Center 
FPO  San  Francisco  9665 1 
Officer  in  Charge 

Detachment  Cubi  Point 
Commander  Fleet  Air  Western  Pacific 
FPO  San  Francisco  96654 
Commanding  Officer 

Fleet  Air  Intelligence  Support 
Center  Western  Pacific 
Box  12 

FPO  San  Francisco  96654 
Commanding  Officer 
US  Naval  Air  Station 


FPO  San  Francisco  96654 
Commanding  Officer 
US  Naval  Communication 
Station 

FPO  San  Francisco  96656 
Commanding  Officer 
US  Naval  Communication 
Station 

FPO  San  Francisco  96680 
Officer  in  Charge 

US  Navy  Commissary  Store 
FPO  San  Francisco  96680 
Commanding  Officer 
US  Naval  Communication  Station 
FPO  San  Francisco  96685 
Officer  in  Charge 
Detachment  Delta 

US  Naval  Support  Force  Antarctica 
FPO  San  Francisco  96690 
Officer  in  Charge 

US  Naval  Communication  Unit 
FPO  San  Francisco  96690 
Officer  in  Charge 
Detachment  Alfa 

US  Naval  Support  Force  Antarctica 
FPO  San  Francisco  96692 
Officer  in  Charge 
US  Navy  Office 
FPO  San  Francisco  96699 
Commanding  Officer 

Military  ^aiift  Command  Office 
APO  Seattle  98742 
Commanding  Officer 

Naval  Security  Group  Activity 
APO  Seattle  98742 
Commander 

Military  Sealift  Command  Far  East 
FPO  Seattle  98760 
Commander 
Fleet  Activities 
FPO  Seattle  98762 
Commanding  Officer 
Marine  Barracks 
FPO  Seattle  98762 
Commanding  Officer 
U  S  Naval  Weather  Service  Facility 
FPO  Seattle  98762 
Commanding  Officer 

US  Naval  Communication 
Station  Box  3 
FPO  Seattle  98762 
Commander 

US  Naval  Forces  Japan 
FPO  Seattle  98762 
Commanding  Officer 

US  Naval  Investigative  Service 
Office  Box  76 
FPO  Seattle  98762 
Officer  in  Charge 

US  Naval  Legal  Service  Office 
COMNAVrORJAPAN 
FPO  Seattle  98762 
Commanding  Officer 

US  Naval  Ship  Repair  Facility 
FPO  Seattle  98762 
Officer  in  Charge 

US  Naval  Shore  Electronics 
Engineering  Activity 
Box  5 

FPO  Seattle  98762 
Commanding  Officer 
US  Naval  Supply  Depot 
FPO  Seattle  98762 
Officer  in  Charge 

US  Navy  Commissary  Store  Region 
FPO  Seattle  98762 
Commanding  Officer 

US  Navy  Public  Works  Center 
FPO  Seattle  98762 
Commanding  Officer 

Marine  Corps  Air  Station 
FPO  Seattle  98764 
Commanding  Officer 


74696 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


US  Naval  Regional  Dental  Center 
FPO  Seattle  98765 
Commanding  OfTicer 

US  Naval  Regional  Medical  Center 
FPO  Seattle  98765 
Commanding  Officer 
US  Naval  Ordnance  Facility 
FPO  Seattle  98766 
Officer  in  Charge 

Naval  Air  Logistic  Control  Office 
Western  Pacific 
U  S  Naval  Air  Facility 
FPO  Seattle  98767 
Commanding  Officer 
US  Naval  Air  Facility 
FPO  Seattle  98767 
Commander  Fleet  Air 
Western  Pacific 
FPO  Seattle  98767 
Commander  Patrol  and 
Reconnaissance  Force  Seventh  Fleet 
FPO  Seattle  98768 
Commander 

US  Taiwan  Patrol  Force 
Pacific  Fleet 
FPO  Seattle  98768 
Officer  in  Charge 
US  Navy  Commissary  Store 
FPO  Seattle  98769 
Military  Sealift 
Command  Office 
FPO  Seattle  98770 
Commander 

Fleet  Activities/US  Naval  Air 
Facility 

FPO  Seattle  98770 
Commanding  Officer 

US  Marine  Corps  Air  Station 
(Helicopter) 

FPO  Seattle  98772 
Commanding  General 
Marine  Corps  Base 
Camp  Smedley  D  Butler 
FPO  Seattle  98773 
Commanding  Officer 

Naval  Security  Group  Activity 
FPO  Seattle  98777 
Commanding  Officer 

U  S  Naval  Regional  Medical  Center 
FPO  Seattle  98778 
Commanding  Officer 
Marine  Barracks 
Naval  Station 
FPO  Seattle  98791 
Commanding  Officer 
Naval  Facility 
Box  71 

FPO  Seattle  98791 
Commanding  Officer 
USNaval  Station 
FPO  Seattle  98791 

BitUng  Code  3B10.71F 

DEFENSE  CONTRACT  AUDIT  AGENCY 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 


records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  resfwnsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto.  • 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  -  CpNGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at' 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relie'f  legislation  as  set  forth  in  OMB 
Circular  A- 19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

-  ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  tlw  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
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tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component  • 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspei-tions  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Compimcnt  may 
be  disclosed  .as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purptrse  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  pos.session  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 


RDCAA  152.13 

System  name: 

152.13  Notifications  of  V'isits 

System  location: 

Security  Officer,  Defense  Contract  Audit  Agency  (DCAA),  Head¬ 
quarters,  DCA.A,  and.  Security  Control  Officers  of  DCAA  Regional 
and  Field  Audit  Offices,  whose  addresses  are  in  the  DoD  directory 
in  the  appendix  to  DC.AA'S  SYSTEMS  notices. 

Categories  of  individuals  covered  by  the  system: 

All  DCA.A  personnel  with  security  clearance  who  are  required  to 
visit  defense  contractors  or  other  Federal  agencies  on  official  busi¬ 
ness. 

Categories  of  records  in  the  system: 

Correspitndcnce  or  forms  indicating  security  clearance  information 
on  DCAA  employees  and  mttifications  of  visits  by  DCAA  personnel 
to  Office  of  Secretary  of  Defense,  DoD  components,  other  Federal 
agencies,  and  DoD  contractors  either  on  a  one-time  or  recurring 
basis.  Corresp<mdence  may  include  employees  social  security 
number,  date  and  place  of  bir|h,  official  title  and  other  related  data 

.Authority  for  maintenance  of  the  system: 

44  use  2904,  3102;  5  USC  7531  through  7533,  Exc*cutive  Order 
10450,  ’Security  Requirements  for  Government  Employees,’  as 
amended;  Executive  Order  11652,  ’Classification  and  Declassification 
of  National  Security  Information  and  Material.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Security  Officer,  Headquarters,  DCAA  and  Regional  and  Field 
Audit  Office  Security  Control  Officers  -  To  advise  security  officers 
of  defense  contractors.  Offices  of  the  Secretary  of  Defense,  DoD 
components,  andother  Federal  agencies  of  the  security  clearance 
status  of  DCAA  personnel  who  are  assigned  to  or  may  be  visiting 
their  offices. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Paper  records  in  file  folders. 

Retrievability: 

Filed  in  numerical  order  based  on  file  number,  then  by  subject, 
then  alphabetically  by  last  name  of  individual  at  DCAA  Regional 
and  Field  Audit  Offices.  Filed  in  numerical  order  based  on  file 
number,  then  by  organizational  activity  (DCAA  Headquarters  or 
field  activities),  then  alphabetically  by  last  name  of  individual  in 


Headquarters,  DCAA.  Official  copies  in  official  personnel  folders  are 
filed  alphabetically  by  last  name  of  employee. 

Safeguards: 

Records  are  accessible  only  to  authorized  personnel  who  are  prop¬ 
erly  cleared  and  trained  and  who  require  access  in  connection  with 
their  official  duties.  Records  are  stored  in  locked  filing  cabinets  after 
normal  business  hours  and  are  stored  only  in  buildings  protected  by 
guard  force  systems  after  normal  business  hours. 

Retention  and  disposal: 

Records  are  destroyed  upon  expiration  of  notification.  Unexpired 
notifications  are  updated  annually,  and  retained  in  current  files;  prior 
year  notifications  are  destroyed. 

System  manager(s)  and  address: 

Security  Officer,  Headquarters,  DCAA  and  Security  Control  Offi¬ 
cers  of  the  Regional  and  Field  Audit  Offices,  DCAA. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures; 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator.  Defense  Contract  Audit  Agency,  Cameron  Station.  Alexan¬ 
dria.  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters  and 
6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA’s  system  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers  license  or  employing  offices’ 
identification  card. 

Contesting  record  procedures: 

TRe  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agenev,  Cameron  Station,  Ale.xandria,  VA 
22314. 

Record  source  categories: 

Director  of  Personnel,  Headquarters,  DCAA;  Chiefs  of  Personnel 
Divisions,  DCAA  Regional  Offices;  Regional  Security  Control  Offi¬ 
cers,  DCAA  Regional  Offices;  Heads  of  Field  Audit  Offices,  DCAA, 
from  application  and  security  forms  submitted  by  individuals  prior  to 
employment. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  152.17 

System  name: 

152.17  Security  Status  Master  List 

System  location: 

Security  Officer,  Defense  Contract  Audit  Agency  (DCAA),  HQ, 
DCAA 

Categories  of  individuals  covered  by  the  system: 

All  applicants  for  employment  with  DCAA;  all  DCAA  U.S.  citi¬ 
zen  employees;  all  DCAA  non-U. S.  citizen  employees  assigned  to 
sensitive  positions;  all  military  personnel  assigned,  detailed,  or  at¬ 
tached  to  DCAA  who  are  assigned  to  sensitive  positions;  all  persons 
hired  on  a  contractual  basis  by,  or  serving  in  an  advisory  capacity  to 
DCAA,  who  require  access  to  classified  information. 

Categories  of  records  in  the  system: 

Record  contains  type  of  investigation,  date  completed,  file  number, 
agency  which  conducted  investigation,  security  clearance  data  infor¬ 
mation,  name,  social  security  number,  date  and  place  of  birth,  organi¬ 
zational  assignment,  dates  interim  and  final  clearance  issued,  position 
sensitivity  and  related  data. 

Authority  for  maintenance  of  the  system: 

44USC  2904,  3102;  5  USC  7531  through  7533;  Executive  Order 
10450,  ’Security  Requirements  for  Government  Employees,’  as 
amended;  Executive  Order  1 1652,  ’Classification  and  Declassification 
of  National  Security  Information  and  Material’. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Security  Officer,  DCAA-Serves  as  a  ready  reference  on  security 
clearance  status  of  DCAA  personnel,  sensitivity  of  positions  con- 
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cerned.  and  scope  of  investigations  completed  on  individuals  con¬ 
cerned. 

Other  uses  include  disclosure  to  DoD  components,  DoD  contrac¬ 
tors  and  ottier  Federal  agencies  to  furnish  security  clearance  data  on 
DCAA  employees  who  may  be  assigned  to  or  visiting  a  contractor 
facility  or  applying  for  employment  with  another  F^eral  agency. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Card  File 

Rctrievability: 

Cards  Hied  alphabetically  by  last  name  of  individual  concerned  for 
all  DCAA  regional  personnel.  Separate  file  maintained  alphabetically 
by  last  name  of  individual  concerned  for  DCAA  Headquarters  ele¬ 
ments. 

Safeguards: 

Cards  are  accessible  only  to  those  authorized  personnel  required  to 
prepare,  process,  and  type  necessary  documents;  and  answer  author¬ 
ized  inquiries  for  information  contained  therein.  Cards  are  stored  in 
locked  filing  cabinets  after  normal  business  hours  and  are  stored  in  a 
locked  room  and  building  which  is  protected  by  a  guard  force 
system  after  normal  business  hours. 

Retention  and  disposal: 

These  cards  are  destroyed  two  years  after  an  individual  is  separat¬ 
ed  from  the  Agency. 

System  manager($)  and  address: 

Security  Officer,  DCAA,  Headquarters,  DCAA, .Cameron  Station, 
Alexandria,  VA  22314. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4.\320 
Alexandria,  VA  22314 
Telephone;  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria.  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  DCAA  Security  Office,  Head¬ 
quarters,  DCAA,  Cameron  Station,  Alexandria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  ac¬ 
ceptable  identification,  that  is,  driver’s  license  or  employing  offices’ 
identification  card. 

Contesting  record  procedures: 

The  Agency  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314. 

Record  source  categories: 

Security  Officer,  Headquarters,  DCAA;  Director  of  Personnel, 
Headquarters,  DC.AA:  Chiefs  of  Personnel  Divisions,  DCAA  region¬ 
al  offices;  Regional  Security  Control  Officers,  DCAA  Regional  Of¬ 
fices;  Chiefs  of  DCAA  Field  Audit  Offices;  and  reports  of  investiga¬ 
tion  conducted  by  Federal  investigative  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCA.4  152.2 

System  name: 

152.2  Personnel  Security  Data  Files 

System  location: 

Primary  System  -  Security  Officer,  Defense  Contract  Audit 
Agency  (DCAA),  Headquarters,  DCAA. 

Decentralized  Segments  -  Director  of  Personnel,  DC  AA;  Chiefs  of 
Personnel  Divisions.  DCAA  Regional  Offices;  Regional  Security 
Control  Officers.  DCAA  Regional  Offices;  Chiefs  of  DCAA  Field 
Audit  Offices,  whose  addresses  are  in  the  DoD  directory  in  the 
appendix  to  DCAA’s  system  notices. 

Categories  of  individuals  covered  by  the  system; 

All  applicants  for  employment  with  DCAA;  all  DCAA  U.S.  citi¬ 
zen  employe^  all  DCAA  non-US  citizen  employees  assigned  to 
sensitive  positions;  all  military  personnel  assigned,  detailed,  or  at¬ 
tached  to  DCAA  who  are  assigned  to  sensitive  positions;  all  persons 


hired  on  a  contractual  basis  by,  or  serving  in  an  advisory  capacity  to 
DCAA?  who  require  access  to  classified  information. 

Categories  of  records  in  the  system: 

File  contains  copies  of  individuals’  employment  applications,  secu¬ 
rity  investigative  questionnaires;  requests  for  and  approvals  or  disap¬ 
provals  of  emergency  appointment  authority;  requests  for  investiga¬ 
tion  or  security  clearance;  Interim  and  final  security  clearance  certifi¬ 
cates;  security  briefing  and  debriefing  certificates;  and  orders  assign¬ 
ing  security  control  duties. 

Authority  for  maintenance  of  the  system: 

44  use  2904,  3102;  5  USC  7531  through  7533;  Executive  Order 
10450,  ’Security  Requirements  for  Government  Employees,’  as 
amended;  Section  6,  Executive  Order  11652,  ’Classification  and  De- 
classification  of  National  Security  Information  and  Material’. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  - 

Security  Officer,  DCAA-To  provide  a  basis  for  requesting  appro¬ 
priate  pre-appointment  and  post-appointment  investigations  concern¬ 
ing  suitability,  eligibility  and  qualifications  for  employment  and  reten¬ 
tion  in  the  Federal  Service,  employment  and  retention  in  sensitive 
positions,  and  access  to  classified  information;  to  permit  determina¬ 
tions  to  be  made  that  employment  or  retention  in  sensitive  positions 
is  clearly  consistent  with  the  interests  of  national  security;  to  author¬ 
ize  and  record  access  by  individuals  to  specific  levels  of  cla.ssified 
information;  to  furnish  notice  of  security  clearance  and  access  au¬ 
thorizations  to  appropriate  DCAA  activities,  other  Department  of 
Defense  (DoD)  components,  other  Federal  agencies,  and  DoD  con¬ 
tractors  requiring  such  information;  to  record  the  appropriate  brief¬ 
ing  and  debriefing  of  persons  prior  to  and  after  their  access  to 
various  levels  and  categories  of  classified  information;  to  record  the 
assignment  of  specific  security  control  duties  to  Agency  personnel; 
and  to  provide  a  basis  for  the  periodic  updating  of  personnel  security 
questionnaires,  updating  of  personnel  security  investigations  and 
readjudication  for  retention  in  sensitive  positions. 

Director  of  Personnel,  DCAA  and  Chiefs  of  Personnel  Division, 
DCAA  regional  offices-To  coordinate  and  take  appropriate  personnel 
action  on  determinations  concerning  suitability  for  Federal  employ¬ 
ment  and  employment  or  retention  in  sensitive  positions;  to  record 
such  determinations,  with  related  documents  in  official  personnel 
folders;  and  to  prepare  and  transmit  requests  for  appropriate  investi¬ 
gations. 

Regional  Security  Control  Officers,  DCA.A-To  permit  initial  secu¬ 
rity  review  of  applicants  for  sensitive  positions;  to  prepare  and  trans¬ 
mit  appropriate  requests  for  investigations  and  requests  for  security 
clearances;  to  record,  maintain  and  disseminate,  as  appropriate,  no¬ 
tices  of  security  clearances  and  access  determinations. 

Chiefs  of  DCAA  field  audit  offices-To  prepare  and  transmit  re¬ 
quests  for  appropriate  security  investigations;  to  maintain  a  record  of 
employee's  security  clearance  and  access  authorizations;  to  maintain  a 
record  of  the  security  briefing  and  debriefing  of  employees;  to  main¬ 
tain  a  record  of  the  assignment  of  security  control  duties  to  employ¬ 
ees. 

Other  routine  uses  could  include  disclosure  to  officials  of  the 
Office  of  the  Secretary  of  Defense,  other  DoD  components,  and 
other  Federal  agencies,  for  investigative  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Rctrievability: 

Folders  are  filed  in  numerical  order  based  on  file  number,  then  by 
organizational  element  (DCAA  Headquarters  or  DCAA  field  activi¬ 
ties)  and  then  alphabetically  by  last  name  of  individual  concerned. 

Safeguards: 

Records  are  accessible  only  to  authorized  personnel  who  are  prop¬ 
erly  cleared  and  trained  and  who  require  access  in  connection  with 
their  official  duties.  Records  are  stored  in  locked  filing  cabinets  after 
normal  business  hours  and  are  stored  only  in  buildings  protected  by 
guard  force  systems  after  normal  business  hours. 

Retention  and  disposal: 

Records  pertaining  to  Federal  employees,  military  personnel,  and 
persons  furnishing  services  to  DCAA  on  a  contract  basis  are  de¬ 
stroyed  upon  separation  of  employees,  transfer  of  military  personnel 
from  DCAA,  and  upon  termination  of  the  contracts  of  contractor 
personnel.  Records  pertaining  to  applicants  are  destroyed  within  one 
year  of  receipt  of  the  application  if  an  appointment  to  the  Agency  is 
not  made. 

System  manager(s)  and  address; 
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Security  Officer,  DCAA,  Headquarters,  DCAA,  Cameron  Station, 
Alexandria,  VA  22314. 

Chiefs,  Personnel  Divisions,  DCAA  Regional  Offices;  DCAA  Re¬ 
gional  Security  Control  Officers,  Chiefs  of  DCAA  Field  Audit  Of¬ 
fices;  and  the  Director  of  Personnel,  DCAA,  whose  addresses  are  in 
the  DoD  Directory  in  the  appendix  to  DCAA’s  systems  notices. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  \  isits  are  limited  to  those  offices  (Headquarters  and 
6  regional  offices)  listed  in  the  DoD  Directory  in  the  appendi.x  to 
DCAA  systems  notices. 

For  personal  \isifs.  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  employing  offices’ 
identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station.  Ale.vandria,  VA 
22314. 

Record  source  categories; 

Security  OtTicer,  Headquarters,  DCAA;  Director  of  Personnel, 
Headquarters,  DCA,\;  Chiefs  of  Personnel  Divisions,  DCAA  Re¬ 
gional  Offices;  Regional  Security  Control  Officers,  DCAA  Regional 
Offices;  Chiefs  of  EKTAA  Field  Audit  Offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  152.3 

System  name: 

152.3  Reports  of  Personnel  Security  Investigations 

System  location: 

Primary  System-Security  Officer,  Defense  Contract  Audit  Agency 
(DCAA),  Headquarters.  DCAA. 

Decentralized  Segmcnts-Regional  Security  Control  Officers  of 
DCAA  Regions  uhose  addresses  are  in  the  DoD  directory  in  the 
appendix  to  DCAA's  systems  notices. 

Categories  of  individuals  covered  by  the  system: 

All  applicants  for  employment  with  DCAA;  all  DCA.A  I'  S  citi¬ 
zen  employees;  all  DCAA  non-U. S.  citizen  employees  assigned  to 
sensitive  positions;  all  military  personnel  assigned,  detailed,  or  at¬ 
tached  to  DCAA  who  are  assigned  to  sensitive  positions:  all  persons 
hired  on  a  contractual  basis  by,  or  serving  in  an  advisory  capacity  to 
DCAA,  who  require  access  to  classified  information. 

Categories  of  records  in  the  system: 

File  contains  non-record  copies  of  classified  or  uncla.ssified  investi¬ 
gations  or  summaries  or  extracts  of  the  results  of  investigations  con¬ 
ducted  to  determine  suitability,  eligibility  or  qualifications  for  Federal 
civilian  employment,  military  service,  or  access  to  classified  inform.a- 
tion. 

Authority  for  maintenance  of  the  system: 

44  use  2904,  3102;  5  USC  7531  through  7533;  Executive  Order 
10450,  'Security  Requirements  for  Government  Employees,’  as 
amended;  Executive  Order  11652,  'Classification  and  Declassification 
of  National  Security  Information  and  Material.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Security  Officer,  DCAA  -  To  permit  a  final  determination  to  be 
made  that  the  sDbject  of  investigation  is  suitable,  eligible,  and  quali¬ 
fied  for  Federal  civilian  employment,  employment  or  retention  in  a 
sensitive  position,  or  access  to  classified  information. 

Regional  Security  Control  Officers,  DCAA  -  To  review  the  results 
of  pre-employment  National  Agency  Checks  conducted  by  the  Civil 
Service  Commission,  recommend  appointment  or  non-appointment 
action  on  the  basis  of  such  Agency  Checks,  and  transmit  results  of 
such  Agency  checks  to  the  Security  Officer,  DCAA,  for  further 
investigations  and  clearance  actions. 


Routine  uses  may  include  disclosure  to  Agency  management  offi¬ 
cials  and  employees  who  are  required  to  take  action  on  reports, 
disclosure  to  officials  of  the  Office  of  the  Secretary  of  Defense, 
disclosure  to  the  security  officials  of  other  DoD  components,  disclo¬ 
sure  to  accredited  representatives  of  law  enforcement  and  investiga¬ 
tive  agencies  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  and  microfiche  in  file  folders. 

Retrievability: 

Folders  are  filed  in  numerical  order  based  on  file  number,  then  by 
organizational  element  (DCAA  Headquarters  or  DCAA  field  activi¬ 
ties)  and  then  alphabetically  by  name  of  individual  concerned. 

Safeguards: 

Whdn  not  in  use,  records  are  stored  in  combination  lock  file 
cabinets  authorized  for  the  storage  of  classified  information,  which 
are  locked  after  normal  business  hours.  Combinations  are  know  n  only 
by  authorized  personnel.  The  offices  housing  these  file  cabinets  are 
locked  after  normal  business  hours,  and  the  buildings  concerned  are 
under  security  guard  protective  measures  after  normal  business  hours. 
During  normal  business  hours  the  records  are  either  under  constant 
surveillance  of  security  personnel  or  the  containers  housing  them  are 
kept  locked.  Access  to  the  records  is  limited  to  personnel  who  are 
properly  screened,  cleared,  trained  and  have  an  authenticated  need 
for  access  to  accomplish  a  routine  use  of  the  record.  Classified 
records  are  protected  in  accordance  with  the  provisions  of  Executive 
Order  11652  as  implemented  by  DoD  Regulation  5200. 1-R. 

Retention  and  disposal: 

Record  copies  are  maintained  by  the  investigative  agency  which 
conducted  the  investigation  and  are  retained  in  accordance  with  the 
retention  standards  of  those  agencies.  Non-record  copies  furnished  to 
DC.AA  are  disposed  of  in  accordance  with  instructions  furnished  by 
the  investigative  agency  concerned.  These  instructions  require  that 
the  records  be  returned  to  the  investigative  agency  concerned  or  be 
destroyed  upon  separation  of  the  subject  of  investigation,  and  permit 
earlier  return  or  destruction  when  no  longer  needed  for  reference 
purposes.  Records  on  applicants  mvt  appointed  are  destroyed  within 
one  year  after  declination  of  appointment  or  non-appointment  deter¬ 
mination. 

System  manager(s)  and  address: 

Security  Officer,  Headquarters.  DCAA,  Cameron  Station.  .Mexan- 
dria,  VA  22314. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  Va  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Action  on  requests  from  individuals  for  access  is  the  respinsibiliiy 
of  the  investigating  agency  which  prepared  and  which  maintains  the 
record  copy  of  the  report  of  investigation.  Individuals  who  are  aware 
of  the  identity  of  the  investigative  agency  concerned  may  apply 
directly  to  that  agency.  Individuals  not  aware  of  the  identity  of  the 
investigative  agency  concerned  should  address  requests  to  the  Rec¬ 
ords  Administrator,  Defense  Contract  Audit  Agency,  Cameron  Sta¬ 
tion,  Alexandria,  Va  22314,  who  will  route  the  request  to  the  appro¬ 
priate  investigative  agency. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  current 
business  address.  Visits  are  limited  to  those  offices  (headquarters  and 
6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers’s  license  or  employing  of¬ 
fice’s  identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  inital 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  Va 
22314. 

Record  source  categories: 

Investigative,  intelligence,  counter-intelligence,  regulatory,  and  law 
enforcement  agencies  which  provide  reports  pertaining  to  the  suit¬ 
ability,  eligibility,  or  qualifications  of  individuals  for  Federal  employ- 
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ment,  military  service,  assignment  to  sensitive  positions,  or  access  to 
classiHed  information. 

Systems  exempted  from  certain  provisions  of  the  act: 

None  ^  __ 

RDCAA  152.4 

System  name: 

152.4  Personnel  Security  Adjudication  File. 

System  location: 

Security  Officer,  Defense  Contract  Audit  Agency  (DCAA),  Head¬ 
quarters,  DC  A  A. 

Categories  of  individuals  covered  by  the  system: 

DCAA  personnel  and  applicants  for  DCAA  employment  on  whom  ' 
appropriate  investigations  have  been  completed  and  concerning 
whom  a  formal  security  or  suitability  determination  must  be  made  in 
connection  with  their  employment  or  their  access  to  classified  infor¬ 
mation. 

Categories  of  records  in  the  system: 

File  may  contain  classified  or  unclassified  summaries  or  extracts  of 
reports  of  investigation;  internal  Agency  memorandums  and  corre¬ 
spondence  furnishing  analyses  of  results  of  investigation  in  so  far  as 
their  relationship  to  the  criteria  contained  in  Executive  Order  10450, 
in  the  Federal  Personnel  Manual,  and  in  Department  of  Defense 
directives  and  DCAA  regulations;  comments  and  recommendations 
of  the  DCAA  Central  Clearance  Group  to  the  Director,  DCAA;  and 
determinations  by  the  Director,  DCAA. 

Authority  for  maintenance  of  the  system: 

44  use  2904,  3102;  5  USC  7531  through  7533;  Executive  Order 
10450,  'Security  Requirements  for  Government  Employees,’  as 
amended;  and.  Executive  Order  11652,  'Classification  and  Declassifi¬ 
cation  of  National  Security  Information  and  Material'. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  furnish  summaries  of  pertinent  investigative  data,  analyses  of 
the  relationship  between  such  data  and  security/suitability  standards,, 
and  recommended  determinations  and  courses  of  action  to  the 
DCAA  Central  Clearance  Group  and  the  Director,  DCAA.  for  the 
purpose  of  adjudication  of  personnel  security  cases  and  reaching 
security/suitability  determinations. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

Retrievability: 

Filed  in  numerical  order  based  on  file  number,  then  by  organiza¬ 
tional  activity  (DCAA  Headquarters  or  field  activities),  then  alpha¬ 
betically  by  last  name  of  individual. 

Safeguards: 

When  not  in  use,  records  are  stored  in  combination  lock  file 
cabinets  authorized  for  the  storage  of  classified  information,  which 
are  locked  after  normal  business  hours.  Combinations  are  known  only 
by  the  Security  Officer,  DCAA,  and  personnel  under  his  supervision. 
The  office  housing  these  file  cabinets  is  locked  after  normal  business 
hours,  and  the  building  concerned  is  under  security  guard  protective 
measures  after  normal  business  hours.  During  normal  business  hours 
the  records  are  either  under  constant  surveillance  of  security  person¬ 
nel  or  the  containers  housing  them  are  kept  locked.  Access  to  the 
records  is  limited  to  personnel  who  are  properly  screened,  cleared, 
trained  and  have  an  authenticated  need  for  access  to  accomplish  a 
routine  use  of  the  record  Classified  records  are  protected  in  accord¬ 
ance  with  the  provisions  of  Executive  Order  11652  as  implemented 
by  DoD  Regulation  5200. 1 -R,  'Information  Security  Progiam  Regu¬ 
lation'. 

Retention  and  disposal: 

Where  no  adverse  action  is  taken,  records  are  destroyed  upon 
completion  of  final  security  and  suitability  determinations.  Where 
adverse  action  is  taken,  records  are  destroyed  two  years  after  the 
individual  concerned  is  separated  from  the  Agency,  or  in  the  case  of 
applicants,  within  one  year  after  a  non-appointment  determination  is 
made. 

System  manageKs)  and  address: 

Security  Officer,  Headquarters,  Defense  Contract  Audit  Agency, 
Building  4,  Cameron  Station,  Alexandria,  VA  22314. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 


Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency, 

Cameron  Station,  Bldg.  4,  Room  4A320,  Alexandria,  VA  22314, 

W'ritten  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters  and 
6  regional  ofTices)  listed  in  the  DoD  Directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license  or  employing  office’s 
identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314 

Record  source  categories: 

Reports  of  investigations  conducted  in  connection  with  employ¬ 
ment  or  access  to  classified  information;  advisory  data  prepared  by 
members  of  DCAA  Central  Clearance  Group. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  152,5 

System  name: 

152.5  Notification  of  Security  Determinations 

System  location: 

Primary  System-Security  Officer,  Defense  Contract  Audit  Agency 
(DCAA),  Headquarters,  DCAA. 

Categories  of  individuals  covered  by  the  system: 

DCA.A  personnel  and  applicants  for  DCAA  employment  on  whom 
specific  security  or  suitability  action  must  be  taken. 

Categories  of  records  in  the  system: 

Records  may  contain  a  summary  of  pertinent  security  or  suitability 
information;  the  results  of  security  determinations  approved  by  the 
Director,  DCAA;  and  directed  or  recommended  actions  to  be  taken 
at  DCA.A  Regional  Office  or  Field  Audit  Office  level. 

Authority  for  maintenance  of  the  system: 

44  USC  2904,  3102;  5  USC  7531  through  7533;  Executive  Order 
10450,  'Security  Requirements  for  Government  Employees,’  as 
amended  and  Executive  Order  1 1652,  'Classification  and  Declassifica¬ 
tion  of  National  Security  Information  and  Material.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  permit  required  actions  of  a -suitability  or  a  security  nature  to 
be  taken  by  appropriate  Agency  officials  at  DCAA  Regional  Office 
and  Field  Audit  Office  level,  including  regional  managers,  heads  of 
field  audit  offices,  security  control  officers,  and  chiefs  of  regional 
personnel  divisions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Folders  are  filed  in  numerical  order  based  on  file  number,  then  by 
organizational  element  (DCAA  Headquarters  or  DCAA  field  activi¬ 
ties)  and  then  alphabetically  by  name  of  individual  concerned. 

Safeguards: 

Records  are  accessible  only  to  authorized  personnel  who  are  prop¬ 
erly  cleared  and  trained  and  who  require  access  in  connection  with 
their  official  duties.  Records  are  stored  in  locked  filing  cabinets  after 
normal  business  hours  and  are  stored  only  in  buildings  protected  by 
guard  force  systems  after  normal  business  hours. 

Retention  and  disposal: 

Destruction  is  directed  individually  in  each  case  upon  completion 
of  final  security  or  suitability  actions  or  automatically  upon  non¬ 
appointment  of  applicants  or  separation  of  employees,  whichever  is 
earlier. 

System  manager(s)  and  address: 

Security  Officer,  Headquarters.  DCAA,  Cameron  Station,  Alexan¬ 
dria.  VA  22314. 
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Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A32Q 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria.  VA  22314. 

.  Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  Visits  are  limited  to  those  offices  (Headquarters  and 
6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver’s  license  or  employing  office’s 
identification  card.  ' 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator. 
Defense  Contract  Audit  Agency,  Cameron  Station.  Alexandria,  VA 
22314. 

Record  source  categories: 

Results  of  investigations  received  from  Federal  agencies  and  rec¬ 
ommendations  for  action  from  appropriate  DCAA  Headquarters  staff 
elements. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  152.6 

System  name: 

152.6  Regional  Security  Clearance  Request  Files 

System  location: 

Primary  System-Security  Control  Officers  of  DCAA  Regional  and 
Field  Audit  Offices  and  Chiefs  of  Personnel  Divisions,  DCAA  Re¬ 
gional  Offices,  whose  addresses  are  in  the  DoD  directory  in  the 
appendix  to  DCAA’s  system  notices.. 

Decentralized  Segment-Security  Officer,  Defense  Contract  Audit 
Agency.  Headquarters,  DCAA. 

Categories  of  individuals  covered  by  the  system: 

All  applicants  for  employment  with  DCAA,  all  DCAA  U  S.  citi¬ 
zen  employees;  all  DCAA  non-U. S.  citizen  employees  assigned  to 
sensitive  positions;  ail  military  personnel  assigned,  detailed,  or  at¬ 
tached  to  DCAA  who  are  assigned  to  sensitive  positions;  all  persons 
hired  on  a  contractual  basis  by,  or  serving  in  an  advisory  capacity  to 
DCAA,  who  require  access  to  classified  information. 

Categories  of  records  in  the  system; 

Files  contain  personnel  security  data  forms  submitted  by  employ¬ 
ees  and  applicants  and  required  in  the  processing  of  security  investi¬ 
gations;  requests  for  various  types  of  security  clearance  actions;  re¬ 
quests  for  appointment  of  employees  to  security  control  duties; 
copies  of  notices  of  proposed  appointments;  and  requests  for  and 
approvals/disapprovals  of  changes  of  sensitivity  of  positions. 

Authority  for  maintenance  of  the  system; 

44  use  2904,  3102;  5  USC  7531  through  7533,  Executive  Order 
10450,  'Security  Requirements  for  Government  Employees,’  as 
amended;  Executive  Order  11652,  ’Classification  and  Declassification 
of  National  Security  Information  and  Material.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Security  Control  Officers  of  DCAA  Field  Audit  Offices  -  To 
obtain  necessary  data  to  process  personnel  security  investigations 
from  employees  and  applicants  for  forwarding  to  Chiefs  of  Regional 
Personnel  Divisions  or  Regional  Security  Control  Officers,  as  appro¬ 
priate. 

Chiefs  of  Personnel  Divisions,  DCAA  Regional  Offices  and  Direc¬ 
tor  of  Personnel,  Headquarters,  DCAA  -  To  obtain  and  transmit 
necessary  data  required  to  process  requests  for  personnel  security 
investigations  on  applicants  and  employees  for  forwarding  to  Region¬ 
al  Security  Control  Officer  and/or  Security  Officer,  DCAA.  as  ap¬ 
propriate. 

Regional  Security  Control  Officers  -  To  screen,  review  and  proc¬ 
ess  requirements  for  all  personnel  security  actions  and  to  transmit 
requests  for  investigations  to  the  Security  Officer,  DCAA  or  appro¬ 
priate  F'ederal  investigative  agency  as  required. 


Security  Officer,  Headquarters,  DCAA  -  To  review  and  request 
appropriate  security  investigation  from  Federal  investigative  agen¬ 
cies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual  concerned  in  sub¬ 
ject  file. 

Safeguards: 

Records  are  accessible  only  to  those  authorized  personnel  required 
to  prepare,  review,  process,  and  type  necessary  documents.  Records 
are  stored  in  locked  filing  cabinets  after  normal  business  hours  and 
are  stored  in  locked  rooms  and  buildings  or  buildings  that  are  pro¬ 
tected  by  a  guard  force  system  after  normal  business  hours. 

Retention  and  disposal; 

These  are  transitory  files  at  DC.AA  Regional  and  Field  Audit 
Office  level  and  are  maintained  only  during  processing  and  pending 
final  action  on  requests;  upon  receipt  of  final  action  taken  on  request, 
files  are  destroyed.  Segments  of  the  system  held  by  the  Security 
Officer.  DCAA  are  destroyed  upon  separation  of  the  employee  or 
within  one  year  after  non-appointment  of  an  applicant. 

S>stem  manager(s)  and  address: 

Security  Officer,  Headquarters.  DCAA,  Cameron  Station,  Alexan¬ 
dria,  VA  22314. 

Chiefs,  Personnel  Divisions,  DCAA  Regional  Offices;  DCAA  Re¬ 
gional  Security  Control  Offices;  Chiefs  of  DCAA  Field  Audit  Of¬ 
fices,  whose  addresses  are  in  the  DoD  directory  in  the  appendix  to 
DC.AA’s  system  notices. 

Notification  procedure:  * 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4.A320 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  b6  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  .Agency,  Cameron  Station,  Alexan¬ 
dria,  VA  22314 

\\'ritten  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  current 
business  address.  V'isits  are  limited  to  those  offices  (Headquarters  and 
6  Regional  Offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA  system  notices. 

In  personal  visits,  the  individual  should  be  able  to  provide  accept¬ 
able  identification,  that  is  driver’s  license  or  employing  offices’  identi¬ 
fication  card. 

Contesting  record  procedures: 

The  Agency  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator. 
Defense  Contract  .Audit  Agency,  Cameron  Station.  Alexandria,  VA 
22314. 

Record  source  categories: 

Chiefs  of  Personnel  Divisions,  DCAA  Regional  Offices,  Regional 
Security  Control  Officers,  DCAA  Regional  Offices;  Chiefs  of 
DCAA  field  audit  offices. 

Systems  exempted  from  certain  provisiuns  of  the  act: 

NONE 

RDCAA  152.7 

System  name: 

152  7  Clearance  Certification 

System  location: 

Primary  System-Security  Officer,  Defense  Contract  Audit  Agency 
(DCAA).  Headquarters,  DCAA  and  Regional  Security  Control  Offi¬ 
cers  of  DCA.A  Regional  Offices,  whose  addresses  are  in  the  DoD 
directory  in  the  appendix  to  DCAA’s  system  notices. 

Decentralized  Segments-Director  of  Personnel,  Defense  Contract 
Audit  Agency  (DCAA),  Headquarters,  DCAA;  Chiefs  of  Personnel 
Divisions.  DCAA  Regional  Offices;  and  Security  Control  Officers  of 
DCAA  Field  Audit  Offices,  whose  addresses  are  in  the  DoD  directo¬ 
ry  in  the  appendix  to  DCAA’s  system  notices. 

Categories  of  individuals  covered  by  the  system: 

All  DCAA  personnel  who  require  access  to  classified  information. 
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Categories  of  records  in  the  system: 

Files  contain  interim  and  final  security  clearance  certificates  attest¬ 
ing  to  type  of  investigation  conducted  and  degree  of  access  to  classi¬ 
fied  information  which  is  authorized. 

Authority  for  maintenance  of  the  system: 

44  use  2904,  3102;  5  USC  7531  through  7533,  Executive  Order 
10450,  ’Security  Requirements  for  Government  Employees,’  as 
amended;  Executive  Order  11652,  ’Classification  and  Declassification 
of  National  Security  Information  and  Material.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Security  Officer,  DCAA,  Security  Control  Officers  of  DC  A  A 
Regional  and  Field  Audit  Offices-To  authorize  DCAA  employees  in 
sensitive  positions  access  to  specific  levels  of  classified  information; 
and  to  furnish  notice  of  security  clearance  and  access  authorizations 
to  appropriate  DC  A. A  activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and' 
disposing  of  records  in  the  system: 

Storage: 

Paper  xecords  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual  concerned  within 
subject  file. 

Safeguards: 

Records  are  accessible  only  to  those  authorized  personnel  required 
to  act  upon  a  request  for  access  to  classified  defense  information. 
Records  are  stored  in  locked  filing  cabinets  after  normal  business 
hours  and  stored  in  locked  rooms  or  buildings  that  are  protected  by  a 
guard  force  system  after  normal  business  hours. 

Retention  and  disposal: 

Files  pertaining  to  Federal  employees,  military  personnel,  and  per¬ 
sons  furnishing  services  to  DCA.A  on  a  contract  basis  are  destroyed 
upon  separation  of  employees,  transfer  of  military  personnel  from 
DCAA,  and  upon  termination  of  contractor  personnel.  Files  of  indi¬ 
viduals  transferring  within  DCA.A  are  transferred  to  security  control 
office  of  gaining  element  for  maintanence. 

System  managerts)  and  address: 

•  Security  Officer,  DCAA,  Headquarters,  DCAA,  Cameron  Station, 
Alexandria,  VA  22314. 

Regional  Security  Control  Officers  in  DCAA  Regional  Offices 
whose  addresses  are  in  the  DoD  directory  in  the  appendix  to 
DCAA’s  system  notice. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bidg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone;  Area  Code  202/274-7285 

Record  access  piucedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  .Audit  Agency,  Cameron  Station,  Alexan¬ 
dria,  V.A  22314. 

V.’ritten  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number  and  current 
business  address.  V’isits  are  limited  to  those  offices  (Headquarters  and 
6  regional  offices)  listed  in  the  DoD  directory  in  the  appendix  to 
DCAA’s  system  notice. 

For  personal  visits,  the  indiv  idual  should  be  able  to  provide  some 
acceptable  identification,  that  is  drivers’s  license  or  employing  of¬ 
fices’  identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  ap|sealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314. 

Record  source  categories: 

Security  Officer,  DCA.A;  Regional  Security  Control  Officers, 
DCAA  Regional  Offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  160.5 

System  name; 

160.5  Travel  Orders 

System  location: 


All  DCAA  offices  whose  addresses  are  listed  in  the  DoD  directory 
in  the  appendix  to  DCAA’s  systems  notices. 

Categories  of  individuals  covered  by  the  system: 

Any  civilian  employee  of  DCAA  performing  any  official  travel 
Categories  of  records  in  the  system: 

File  contains  individual’s  orders  directing  or  authorizing  any  offi¬ 
cial  travel  to  be  performed  including  approval  for  transportation  of 
automobiles,  documents  relating  to  dependents  travel,  bills  of  lading, 
vouchers,  contracts,  and  other  documents  relating  to  the  specific 
travel  order. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901,  et.seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

Office  staff  responsible  for  initialing,  effecting  or  implementing 
government  travel,  servicing  Accounting  and  Finance  offices,  and 
GAO. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice,  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 

By  fiscal  year,  by  name,  alphabetically 

May  be  filed  in  numerical  sequence,  by  travel  order  number. 

Safeguards: 

Under  staff  supervision  during  duty  hours;  buildings  are  locked 
and/or  guarded  by  security  guards  during  non-duty  hours. 

Retention  and  disposal: 

Destroy  after  4  years 
System  managcr(s)  and  address: 

Assistant  Director,  Resources,  Headquarters,  DCAA 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices,  DCAA 

Offii  iai  addresses  arc  in  the  Department  of  Dofejtsc  dirccitsry  in 
the  appendix  to  DC.AA’s  systems  notices. 

Notification  procedure: 

Information  may  be  obtained  from  SYSMANAGER 
Record  access  procedures; 

Requests  from  individuals  should  bv*  addressed  to  SYSM.-AN.AGER 
of  office  concerned. 

Written  requests  sliould  contain  the  full  name,  address,  and  tele¬ 
phone  number  of  the  individual.  Visits  are  limited  to  those  offices 
listed  in  the  Department  of  Defense  directory  in  the  appendix  to 
DCA.A ’s  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifica¬ 
tion  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  fmm  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria.  Va 
22314. 

Record  source  categories: 

Administrative  offices;  Personnel  offices;  servicing  payroll  offices, 
employee 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  240.1  2 

System  name: 

240.1  Cross  Reference  Index  to  Legal  Opinions 
System  location: 

Office  of  Counsel,  Headquarters,  DCAA 
Categories  of  individuals  covered  by  the  system: 

Records  which  have  been  referred  to  the  Counsel  for  review  for 
legal  sufficiency.  Records  may  be  filed  by  name  of  individual  or 
subject  matter. 

Categories  of  records  in  the  system: 
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Card  index  which  identifies  legal  opinions  and  directs  the  staff  to 
subject  or  name  files  of  legal  opinions. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  A4  USC  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  Counsel  as  an  index  to  the  files  of  legal  opinions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Three  by  five  cards  in  file  boxes 

Retrievability: 

Filed  alphabetically  by  subject  or  name  of  individual  or  corpora¬ 
tion 

Safeguards: 

Under  legal  staff  supervision  during  duty  hours;  buildings  are 
guarded  by  security  guards  during  nonduty  hours. 

Retention  and  disposal: 

Index  cards  are  destroyed  when  obsolete,  super.sedcd  or  no  longer 
needed. 

System  managers)  and  address: 

Counsel,  Headquarters,  DCAA 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria.  VA  22314 
Telephone:  Area  Code  202  274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria.  VA  22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  nqmber.  Visits  are 
limited  to  the  Records  Administrator,  Building  4;  Room  4A320, 
Cameron  Station,  Alexandria,  VA. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  some  other  form 
of  identification. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator. 
Building  4,  Room  4A320,  Cameron  Station,  Alexandria.  V'A  22314. 

Record  source  categories: 

Documents  contained  in  the  legal  opinion  case  files. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  240.2 

System  name: 

240.2  Statements  of  Employment  and  Financial  Interest 

System  location: 

Office  of  Counsel.  Headquarters.  DCAA 

Sujiervisors  of  all  DCAA  auditor  employees,  GS-13  and  above. 
Offices  listed  in  DoD  directory  in  appendix  to  DCAA’s  systems 
notices. 

Categories  of  individuals  covered  by  the  system: 

information  obtained  from  all  DCAA  auditor  personnel  in  grades 
GS-13  and  above. 

Categories  of  records  in  the  sy  stem; 

Department  of  Defense  Forms  1555  and  1555-1,  Confidential  State¬ 
ment  of  Employment  and  Financial  Interest 

Authority  for  maintenance  of  the  system: 

Executive  Order  11222  dated  May  8,  1965. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Data  is  collected  for  purpose  of  assuring  compliance  with  conflict 
of  interest  laws  and  regulations. 

Irregularities  may  be  divulged  to  other  DoD  components  and 
Department  of  Justice- 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 


Paper  records  in  file  folders 
Retrievability; 

Alphabetically  by  last  name  of  employee 
Safeguards: 

Stored  in  locked  tumbler  safe  during  nonduty  hours;  only  the  staff 
of  the  DCAA  Counsel  is  permitted  access  during  duty  hours 
Retention  and  disposal: 

Counsel,  DCAA-These  records  are  destroyed  two  years  after  ter¬ 
mination  of  employment  with  DCAA. 

Supervisors-These  files  are  destroyed  upon  transfer  or  separation 
of  the  employee 
System  manager(s)  and  address: 

Counsel,  Headquarters,  DCAA 
Notification  procedure: 

Information  may  be  obtained  from: 

Counsel 

Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A175 
Alexandria,  VA  22314 
Telephone:  Area  Code  202/274/7321 
Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Counsel,  Defense 
Contract  Audit  Agency,  Cameron  Station,  Alexandria,  V.A  22314 
Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Office  of  Counsel,  Building  4,  Room  4A175,  Cameron 
Station,  Alexandria,  VA. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  employment  iden¬ 
tification  card.  ’ 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  SVSMANAGER. 

Record  source  categories: 

NONE 

Sy  stems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  240.3 

System  name: 

240.3  Legal  Opinions 
System  location; 

Office  of  Counsel,  Headquarters.  DCAA 
Categories  of  individuals  covered  by  the  system; 

Any  DCAA  employee  who  files  a  complaint  with  regard  to  per¬ 
sonnel  problems  that  requires  a  legal  opinion  for  resolution. 

Categories  of  records  in  the  system: 

Fraud-Files  contain  interoffice  memorandums,  citations  used  in  de¬ 
termining  legal  opinion,  in  some  cases  copies  of  investigations  (FBI), 
copies  of  Agency  determinations. 

EEO-Files  contain  initial  appeal,  copies  of  interoffice  memoran¬ 
dums,  testimony  at  EEO  hearings,  copy  of  Agency  determination. 
Citations  used  in  determining  legal  opinions. 

Adverse  Actions-Files  contain  interoffice  memorandums,  citations 
u'-ed  in  determining  legal  opinion.  Agency  determination. 

Grievances-Files  contain  correspondence  relating  to  DCAA  em¬ 
ployees  filing  grievances  regarding  leave,  removals,  resignations,  sus- 

[)en.sions,  disciplinary  actions,  travel,  citations  used  in  determining 
egal  opinion.  Agency  determinations. 

Awards-Files  contain  correspondence  relating  to  DC.AA  employee 
awards,  suggestion  evaluations,  citations  used  for  legal  determination, 
^Agency  determination. 

Security  Violations-Files  contain  interoffice  correspondence  relat¬ 
ing  to  DCAA  employee  security  violation.s,  citations  used  in  determi- 
nafions.  Agency  determination. 

Authority  fur  maintenance  of  the  system: 

Federal  R.ecords  Act  1950  (44  USC  2904.  3102.  3309),  Records 
Disposal  Act  44  USC  3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  Counsel-Determine  legal  sufficiency. 

Assistant  Director,  Resources-Legal  opinion  considered  in  final 
determinations. 

E.xecutive  Officer-Legal  opinion  considered  in  final  determination. 
Other  DoD  components-Referral  for  investigations,  determinations. 
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Department  of  Justice- Referral  for  possible  criminal  prosecution  of 
fraud. 

Disclosure  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Rctrievability: 

Primary  filing  system  is  by  subject;  within  subjects,  files  are  alpha¬ 
betical  by  subject,  corporation,  name  of  individual.’ 

Safeguards: 

Under  staff  supervision  during  duty  hours;  security  guards  are 
provided  during  nonduty  hours. 

Retention  and  disposal: 

These  files  are  for  permanent  retention.  They  are  retained  in  active 
files  for  five  years  and  retired  to  Washington  National  Records 
Center. 

System  manager(s)  and  address: 

Counsel,  Headquarters.  DCAA,  Cameron  Station,  Ale.sandria,  VA 
22314. 

Notification  procedure: 

lnforn:a!ion  may  be  obtained  from: 

Recoids  Administrator 

Defense  Contract  Audit  Agency,  Cameron  Station 

Alexandria,  V.A  22314 

Telephone:  Area  Cixle  202/274/7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria,  VA  22314. 

Written  requests  from  individuals  for  information  should  contain 
the  full  name  of  the  individual,  current  address  and  telephone 
number.  Visits  are  limited  to  Records  Administrator,  Building  4, 
Room  4.\320,  Cameron  Station,  Alexandria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  that  is,  driver’s  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  ’case’  folder. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Building  4,  Room  4A320,  Cameron  Station,  Alexandria.  VA  22314. 

Record  source  categories: 

Correspondence  from  individual’s  supervisor,  DCAA  employees, 
former  employers,  between  DCA.\  staff  members,  and  between 
DC.AA  and  other  Federal  agencies. 

Systems  exempted  from  c'crtain  provisions  of  the  act: 

None 

RDCAA  240.5 

System  name; 

240.5  Standards  of  Conduct,  Conflict  of  Interest 

System  location: 

Office  of  Counsel,  Headquarters,  DCAA. 

Categories  of  individuals  covered  by  the  system: 

Any  DCAA  employee  who  has  accepted  gratuities  from  contrac¬ 
tors  or  who  has  business,  professional  or  financial  interests  that 
would  indicate  a  conflict  between  their  private  interests  and  those 
related  to  their  duties  and  responsibilities  as  DCAA  personnel.  Any 
DCAA  employee  who  is  a  member  or  officer  of  an  organization  that 
is  incompatible  with  their  official  government  position,  using  public 
office  for  private  gain,  or  affecting  adversely  the  confidence  of  the 
public  in  the  integrity  of  the  Government. 

Categories  of  records  in  the  system: 

Office  of  Counsel-Files  contain  documents  and  background  materi¬ 
al  on  any  apparent  conflict  of  interest  or  acceptance  of  gratuities  by 
DCAA  personnel.  Correspondence  may  involve  interoffice  memoran¬ 
dums,  correspondence  between  former  DCAA  employees  and  Head¬ 
quarters  staff  membt^rs,  citations  used  in  legal  determinations  and 
Agency  determinations. 

Authority  for  maintenance  of  the  system: 

Executive  Order  11222  dated  May  8,  1965. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  Counsel-Determine  legal  sufficiency. 

Assistant  Director,  Resources-Legal  opinion  considered  in  final 
determination. 

Other  DoD  components-Referral  for  investigation,  determination. 

Department  of  Justice-Referral  for  possible  criminal  prosecution  or 
fraud. 

Disclosure  to  law  enforcement  or  investigatory  authorities  for  in¬ 
vestigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Paper  records  in  file  folders. 

Rctrievability: 

Primary  filing  system  is  by  subject,  within  subject,  files  are  alpha¬ 
betical  by  subject,  corporation,  name  of  individual. 

Safeguards: 

Under  staff  supervision  during  duty  hours;  buildings  have  security 
guards  during  nonduty  hours. 

Retention  and  disposal: 

These  files  are  for  permanent  retention.  They  are  retained  in  active 
files  for  five  years  and  retired  to  Washington  National  Records 
Center. 

System  manager(s)  and  address: 

Counsel,  Headquarters,  DCAA,  Cameron  Station,  Alexandria,  Va. 
22314 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA.  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  .Agency,  Cameron  Station,  Alexan¬ 
dria,  VA  22314. 

Written  requests  from  individuals  for  information  should  contain 
the  full  name  of  the  individual,  current  address  and  telephone 
number.  Visits  are  limited  to  Records  Administrator,  Rixim  4A320, 
Cameron  Station,  Alexandria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  that  is,  driver’s  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  ’case’  folder. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Room  4A320,  Cameron  Station,  Alexandria,  VA  22314 

Record  source  categories: 

Correspondence  from  individual’s -supervisor,  DCAA  employees, 
former  employees,  between  DCA.A  staff  members,  and  between 
DCAA  and  other  Federal  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  260.4 

System  name: 

260.4  White  House  Correspondence 

System  location: 

Primary  System-Executive  Office,  Headquarters,  DCAA; 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices;  Official  mailing  addres.ses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notices. 

Categories  of  individuals  covered  by  the  system: 

Any  individual  who  has  written  to  the  President  or  a  member  of 
his  staff  about  a  matter  under  the  purview  of  the  Defense  Contract 
Audit  Agency  if  the  letter  was  referred  by  the  White  House  for 
information  or  reply. 

Categories  of  records  in  the  system: 

Copies  of  correspondence  from  the  individual,  the  referral  letter 
from  the  White  House,  the  reply  made  by  DCAA  either  to  the 
individual  or  to  the  White  House,  and  any  backup  material  devel¬ 
oped  in  the  proems  of  preparing  the  reply. 
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Authority  for  maintenance  of  the  system: 

S  United  States  Code  301;  10  United  States  Code  133;  44  United 
States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego-  , 
ries  of  users  and  the  purposes  of  such  uses: 

OfTice  staff  responsible  for  preparing  the  reply  or  for  providing 
information  on  which  to  base  a  reply. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  other  Federal  agencies,  the  Department  of  Jus¬ 
tice  or  law  enforcement  or  investigatory  authorities  for  investigation 
and  possible  criminal  prosecution,  civil  court  action,  or  regulatory 
order. 

Policies  and  practices  f6r  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

These  records  are  filed  chronologically  under  the  subject  ‘White 
House  Correspondence,’  and  may  be  indexed  by  subject  of  the  corre¬ 
spondence  and  name  of  writer. 

Safeguards: 

Files  are  under  staff  supervision  during  duty  hours;  buildings  are 
locked  and/or  guarded  by  security  guards  during  non-duty  hours. 

Retention  and  disposal: 

Files  maintained  by  the  Executive  Office  are  for  permanent  reten¬ 
tion.  They  are  retained  in  active  files  for  five  years  and  retired  to 
Washington  National  Records  Center. 

Files  maintained  by  other  offices  are  retained  in  active  files  for  one 
year,  then  retired  to  a  Federal  Records  Center  for  destruction  after 
four  years. 

System  manager(s)  and  address: 

Headquarters,  DCAA,  Executive  Officer 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notices. 

Notification  procedure: 

Information  may  be  obtained  from; 

Executive  Officer 

Defense  Contract  Audit  Agency,  Bldg.  4,  Room  4C346 

Alexandria,  VA  22314 

Telephone:  Area  Code  202/274-7319 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Executive  Offi¬ 
cer,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria, 
VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  and  the  current  address  and  telephone  number.  Visits 
are  limited  to  the  Executive  Office,  Cameron  Station,  Alexandria, 
VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employing  office's 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Correspondence  originating  in  the  White  House,  in  the  staff  offices 
of  the  Defense  Contract  Audit  Agency,  and  other  Federal  agencies; 
notes  and  documents  collected  in  the  process  of  formulating  a  reply. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  260.5 

System  name: 

260.5  Congressional  Committee  Correspondence 

System  location: 

Primary  System-Executive  Office,  Headquarters.  DCAA; 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices;  Official  addresses  are  in  the  Department  of  Defense  directo¬ 
ry  in  the  appendix  to  DCAA’s  systems  notices. 

Categories  of  individuals  covered  by  the  system: 

Any  individual  Member  of  a  Congressional  Committee  or  a  staff 
member  of  the  Committee  who  has  written  to  DCAA  about  a  matter 
under  the  purview  of  DCAA. 


Categories  of  records  in  the  system: 

Copies  of  correspondence  from  the  Committee  member  or  staff 
member,  the  reply  made  by  DCAA  and  any  backup  material  devel¬ 
oped  in  the  process  of  preparing  reply. 

Authority  for  maintenance  of  the  system: 

5  United  States  Code  301;  10  United  States  Code  133;  44  United 
States  Code  2901;  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  staff  responsible  for  preparing  the  reply  or  for  providing 
information  on  which  to  base  a  reply. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  other  Federal  agencies,  the  Department  of  Jus¬ 
tice  or  law  enforcement  or  investigatory  authorities  for  investigation 
and  possible  criminal  prosecution,  civil  court  action,  or  regulatory 
order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  fije  folders. 

Retrievability: 

These  records  are  filed  chronologically  under  the  subject  'Commit¬ 
tee  Correspondence’  and  may  be  indexed  by  subject  of  the  corre¬ 
spondence  and  the  name  of  the  Committee  or  the  individual. 

Safeguards: 

Files  are  under  staff  supervision  during  duty  hours;  buildings  are 
locked  and/or  guarded  by  security  guards  during  non-duty  hours. 

Retention  and  disposal: 

Files  maintained  by  the  Executive  Office  are  for  permanent  reten¬ 
tion.  They  are  retained  in  active  files  for  five  years  and  retired  to  the 
Washington  National  Records  Center. 

Files  maintained  by  other  offices  are  retained  in  active  files  for  one 
year,  then  retired  to  a  Federal  Records  Center  for  destruction  after 
four  years. 

System  manager(s)  and  address: 

Headquarters,  DCAA,  Executive  Officer 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notices. 

Notification  procedure: 

Information  may  be  obtained  from: 

Executive  Officer 

Defense  Contract  Audit  i^ency.  Bldg.  4,  Room  4C346 

Alexandria,  VA  22314 

Telephone:  Area  Code  202/274-7319 

Record  access  procedures: 

"  Requests  from  individuals  should  be  addressed  tO:  Executive  Offi¬ 
cer,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria, 
VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  and  the.  current  address  and  telephone  number.  Visits 
are  limited  to  the  Executive  Office,  Cameron  Station,  Alexandria,  Va 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is.  driver’s  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  in  the  file. 

Contesting  record  procedures: 

The  Agency's  rules  for' contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Correspondence  originating  in  the  Congressional  Committee,  in  the 
staff  offices  of  the  Defense  Contract  Audit  Agency,  and  other  Feder¬ 
al  agencies;  notes  and  documents  collected  in  the  process  of  formu¬ 
lating  a  reply. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

ROCAA  260.6 

System  name: 

•  260.6  Congressional  Correspondence 

System  location: 

Primary  System-Executive  Office.  Headquarters,  DCAA 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendi.x  to  DCAA’s  systems  notice. 
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Categories  of  individuals  covered  by  the  system: 

Any  individual  who  has  written  to  a  Member  of  Congress  con¬ 
cerning  employment  information  or  assistance  in  obtaining  employ¬ 
ment  that  was  referred  to  DCAA  for  reply  by  the  Congressman. 

Categories  of  records  in  the  system: 

Copies  of  the  correspondence  from  the  individual  if  forwarded  by 
the  Member,  copies  of  the  referral  letter  from  the  Member,  the  reply 
made  by  DCAA  to  either  the  individual  or  the  Member,  and  any 
backup  material  developed  in  the  process  of  preparing  the  reply. 

Authority  for  maintenance  of  the  system: 

5  United  States  Code  301;  10  United  States  Code  133;  44  United 
Slates  Code  2901;  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  staff  responsible  for  preparing  the  reply  or  for  providing 
information  on  which  to  base  a  reply. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components  or  other  Federal  agencies. ' 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

These  records  are  filed  chronologically  under  the  subject  ’Con¬ 
gressional  Correspondence,’  and  may  be  indexed  by  Congressman's 
name  and  include  subject  of  letter  and  name  of  individual,  if  known. 

Safeguards: 

Files  are  under  staff  supervision  during  duty  hours;  buildings  are 
locked  and/or  guarded  by  security  guards  during  non-duty  hours. 

Retention  and  disposal: 

These  files  are  retained  in  current  files  for  one  year,  then  retired  to 
a  Federal  Records  Center  for  destruction  after  four  years. 

System  managerfs)  and  address: 

Headquarters,  DCAA,  Executive  Officer 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  E>CAA’s  systems  notice. 

Notification  procedure: 

Information  may  be  obtained  from: 

Executive  Officer 

Defense  Contract  Audit  Agency,  Bldg.  4,  Room  4C346 

Alexandria,  VA  22314 

Telephone:  Area  Code  202/274-7319 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Executive  Offi¬ 
cer,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria, 
VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  and  the  current  address  and  telephone  number.  Visits 
are  limited  to  the  Executive  Office,  Cameron  Station,  Alexandria, 
VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
vei  ified  in  the  file. 

Contesting  record  procedures: 

The  Department’s  rules  for  contesting  contents  and  appealing  ini¬ 
tial  determinations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Correspondence  originating  in  the  Congress,  in  the  staff  offices  of 
DCAA  and  other  Federal  agencies;  notes  and  documents  collected  in 
the  process  of  formulating  a  reply. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  311.3 

System  name: 

311.3  Applicant  Supply  File  Index 

System  location: 

Personnel  Office  of  Headquarters,  DCAA  and  each  region  main¬ 
taining  an  applicant  supply  file. 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice 

Categories  of  individuals  covered  by  the  system: 


Individuals  who  have  applied  for  employment  at  the  respective 
organizational  elements  at  which  the  application  is  retained. 

Categories  of  records  in  the  system: 

Card  index  show'ing  location  of  applitions  which  are  filed  else¬ 
where  by  job  category  and  date  of  receipt. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901;  Appendix  A,  Chapter  333, 
Federal  Personnel  Manual 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  identify  and  locate  the  applications  on  file 
Used  by  the  staff  of  the  Personnel  office  to  quickly  locate  applica¬ 
tions  in  the  applicant  supply  file;  maintain  inventory  of  applicant 
supply  file. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  fur  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  index  is  a  card  file  maintained  in  a  file  box 
Retrievability: 

Filed  by  name,  alphabetically 
Safeguards: 

Under  control  of  Personnel  office  staff  during  duty  hours;  building 
or  office  area  locked  during  nonduty  hours. 

Retention  and  disposal: 

Destroyed  when  application  to  which  it  pertains  is  removed  from 
applicant  supply  file. 

System  manager(s)  and  address: 

Director  of  Personnel,  Headquarters,  DCAA;  Personnel  offices  at 
regional  headquarters;  addresses  in  Agency  directory. 

Notification  procedure: 

Requests  for  information  should  be  sent  or  made  to  the  SYSMAN¬ 
AGER  of  the  office  to  which  the  application  was  submitted. 

Written  requests  must  include  the  individuals’  full  name,  current 
address,  and  telephone  number. 

Individual  may  visit  office  of  the  SYSMANAGER 
For  personal  visits,  individuals  must  be  able  to  furnish  positive 
identification. 

Record  access  procedures: 

Individuals  may  obtain  information  on  access  to  records  by  com¬ 
municating  with  the  SYSMANAGER  where  application  was  submit¬ 
ted. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314.  ' 

Record  source  categories: 

Information  comes  from  the  application  submitted  by  the  individu¬ 
al.  EXEMPTIONS  NONE 
Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  311,4 

System  name: 

311.4  Applicant  correspondence 
System  location: 

At  those  regions  maintaining  alphabetical  file  of  correspondence 
with  applicants. 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  system’s  notice. 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  have  made  application  for  or  inquiry  concerning 
employment 

Categories  of  records  in  the  system: 

Correspondence  between  the  applicant  or  inquirier  and  the  region¬ 
al  Personnel  office. 

Authority  for  maintenance  of  the  system: 

5USC  301;  10  USC  133;  44  USC  2901;  Chapter  333,  Federal 
Personnel  Manual 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  record  is  used  to  provide  continuity  in  corresponding  with 
individuals  regarding  employment;  to  maintain  complete  package  in 
conjunction  with  applicant  supply  file;  for  use  in  following  up  on 
applicants. 

May  be  used  by  Personnel  office  staff  for  responding  to  corre¬ 
spondence  or  applications;  for  fbllowing  up  on  applicants;  as  part  of 
referral  to  management  officials  for  consideration  of  the  applicant. 
Management  officials  who  consider  the  applicants  for  employment. 
Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  record  in  file  folder 
Retrievability: 

Filed  alphabetically  by  name 
Safeguards: 

Under  control  of  Personnel  office  staff  during  duty  hours;  building 
locked  during  nonduty  hours 
Retention  and  disposal: 

Destroyed  when  application  to  which  it  pertains  is  removed  from 
applicant  supply  file 
System  managers)  and  address: 

Personnel  officer  of  regions  maintaining  such  file 
Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  system’s  notice. 

Notification  procedure: 

Information  may  be  obtained  from  the  SVSMANAGER  of  the 
region  to  which  application  or  inquiry  has  been  submitted. 

Written  requests  must  include  the  individuals*  full  name,  current 
address,  and  telephone  number 

Individual  may  visit  the  Personnel  office  of  the  region  to  which 
application  or  inquiry  was  submitted. 

For  personal  visits,  individual  must  be  able  to  furnish  positive 
identification. 

Record  access  procedures: 

Individual  may  obtain  information  on  access  to  records  by  commu¬ 
nicating  with  the  SYSMANAGER  where  application  or  inquiry  was 
submitted. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories:  . 

Correspondence  from  applicants  and  resptmse  thereto 
Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RIX:\4  315.10 

System  name: 

315.10  Executive  Development  Program 
System  location: 

Personnel  Division,  HQ  DCAA;  Perstmnel  Office,  Regions 
Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice 
Categories  of  individuals  covered  by  the  system: 

DCAA  Auditor  employees,  GS-I3  and  above  who  have  been  ap¬ 
proved  as  participants  in  the  DCAA  Executive  Development  Pro¬ 
gram. 

Categories  of  records  in  the  system: 

Correspondence  regarding  nomination  and  selection  for  Executive 
Development  Program;  Assessment  of  Promotion  Potential;  Assess¬ 
ment  for  Specific  Positions,  Auditor  Performance  Evaluation;  Avail¬ 
ability  Statement;  SF-171;  DCAAF  1435-1,  DCA.A  Executive  Devel¬ 
opment  Program;  Executive  Development  Plan. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901;  Fderal  Personnel  Manual. 
Chapter  412 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  collected  to  determine  employee  qualification  for  par¬ 
ticipation  in  EDP;  consider  for  promotion,  developmental  or  mission- 
requirement  reassignment;  monitor  training  and  development;  record 
stated  availability. 

Personnel  staff  members;  members.  Career  Management  Board. 
Executive  Manpower  Resources  Board;  involved  management  offi¬ 
cials. 

Personnel  Staff:  Receipt,  filing;  preparation  of  submission  to  Ex¬ 
ecutive  Manpower  Resources  Board;  rating  and  ranking:  surveys 
nomination  for  training;  Career  Management  Board/E.xeCutive  Man¬ 
power  Resources  Board:  Consideration  of  individual  for  the  program; 
promotion,  reassignment;  review  of  training  plan;  progress.  Involved 
management  officials:  evaluating,  assessing,  nominating,  considering 
for  assignment,  reassignment,  promotion,  recognition. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution.  Civil  court  action  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 

By  name.  Alphabetically 
Safeguards: 

Files  under  surveillance  of  Personnel  Office  staff  during  duty 
hours;  building  secure  and  guarded  during  nondul^'  hours. 

Retention  and  disposal: 

Retained  in  Executive  Development  Program  file  during  individ¬ 
uals  retention  in  the  Program.  Transferr^  to  Official  Personnel 
Folder  upon  release  from  program.  Destroyed  upon  separation  from 
Agency. 

System  manager(s)  and  address: 

Chairman,  Executive  Manpower  Resources  Board,  HQ  DCAA 
Notification  procedure: 

Information  may  be  obtained  from  SYSM.ANAGER 
Written  requests  should  contain  individual’s  full  name,  current  ad¬ 
dress.  telephone  number,  and  office  of  assignment. 

Individuals  may  visit  the  office  of  the  SYSM.ANAGER. 

For  personal  visit,  individual  must  furnish  positive  identification. 
Record  access  procedures: 

Individuals  may  obtain  information  on  access  to  records  b>  com¬ 
municating  with  the  SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria.  VA  22314 
Record  source  categories: 

Individual 
Regional  Manager 
Supervisor 
EMRB.  Chairman 
Director 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  315.11 

System  name: 

315.11  Career  Files 
System  location: 

Headquarters,  DCAA,  Personnel  Division;  Perscmnel  Division, 
each  regional  headquarters. 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  system  notice 
Categories  of  individuals  covered  by  the  sy  stem; 

Employees  of  DCAA: 

At  Headquarters,  DCAA,  GS-12  and  above 

At  regional  headquarters,  all  employees  of  the  respective  regions 
Categories  of  records  in  the  system: 

File  contains  copies  of  Performance  Evaluatiohs,  Assessments  of 
Promotion  Potential;  SF  171,  Employee  Qualification  Record;  Indi¬ 
vidual  Employee  Inventory  Record;  Experience  Resume;  Records  of 
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Training;  copies  of  letters  of  commendation  and  appreciation;  Official 
Performance  Ratings;  Report  of  Professional  Activities;  Auditor 
Progress  Report;  Auditors’  Availability  Statement. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901;  Federal  Personnel  Manual, 
Chapter  335 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  the  Executive  Manpower  Resources  Board,  Career 
Management  Boards,  and  management  officials  with  necessary  career 
progression  and  development  information  to  make  decisions  on  per¬ 
sonnel  actions  regarding  the  individual 

Material  in  the  Career  Files  is  made  available  to  members  of  the 
Executive  Manpower  Resources  Board,  Career  Management  Board, 
and  management  officials  involved  in  making  personnel  action  deci¬ 
sions  regarding  the  individual  employee. 

The  .materia)  is  used  in  connection  with  developing  training  plans 
for  employees,  rating  and  ranking  for  promotion,  determining  career 
development  reassignr.ients;  as  a  basis  for  recognition. 

Other  routine  uses  would  include  disclosure  to  other  Department 
of  Defense  com.ponents,  the  Civil  Service  Commission,  the  Depart¬ 
ment  of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  s>stem: 

Storage: 

Paper  records  in  file  folders 

Retrievability: 

Filed:  At  Headquarters,  DCAA,  by  region,  by  grade,  auditor, 
administrative,  alphabetically;  At  regions:  by  grade,  alphabetically; 
by  FAO,  by  grade,  auditor,  administrative,  alphabetically. 

Safeguards: 

Stored  in  file  cabinets  under  constant  surveillance  of  Personnel 
Office  Staff  during  duty  hours;  cabinet  locked  during  nonduty  hours; 
buildings  locked  and  guarded  di.’ring  nonduty  hours. 

Retention  and  disposal; 

Files  are  retained  during  tenure  of  the  employee  concerned. 

System  manager(s)  and  address: 

Director  of  Personnel,  Headquarters,  DCAA 

Chief,  Personnel  Divisions,  all  regions,  DCAA 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  Appendix  to  DCA.A’s  system’s  notice. 

Notification  procedure: 

Information  may  be  obtained  from  the  SYSMAN.AGER  of  the 
respective  region. 

W'ritten  requests  for  information  should  contain  individual’s  full 
name,  current  address,  telephone  number.  General  Service  grade,  and 
office  of  assignment. 

For  personal  visits,  individual  must  furnish  positive  identification. 

Requestor  may  visit  the  servicing  personnel  office  to  determine 
whether  the  system  contains  information  pertaining  to  him/her.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  system’s  notice. 

Individual  may  visit  any  DCAA  personnel  office  which  provides 
personnel  services  to  the  individual  or  to  the  personnel  office.  Head¬ 
quarters,  DCAA,  if  GS-12  or  above. 

Record  access  procedures: 

Individuals  may  obtain  information  on  access  to  records  by  com¬ 
municating  with  the  SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314 

Record  source  categories: 

Former  and  present  supervisory  personnel;  individual  concerned; 
personnel  office;  Defense  Contract  Audit  Institute;  Automatic  Data 
Prtjcessing-Personnel  Inventory  Systems;  persons  writing  commenda¬ 
tions  and  favorable  communications. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 


RDCAA  322.7 

System  name: 

322.7  Students  and  Iristructors 


System  location: 

All  DCAA  offices.  Official  mailing  addresses  are  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  DCAA’s  systems  no¬ 
tices. 

Categories  of  individuals  covered  by  the  system: 

Any  individual  who  has  been  a  student  or  instructor  for  any 
training  courses  sponsored  by  DCAA. 

Categories  of  records  in  the  system: 

Documents  relating  to  applications  and  selections  of  students  and 
guest  instructors  for  DCAA-sponsored  training  courses. 

Authority  for  maintenance  of  the  system: 

5  USC  301;  10  USC  133;  44  USC  2901,  et.  scq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  staff  providing  the  training,  or  offices  involved  in  the 
review  process  of  training  sponsored  by  DCAA. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

These  records  are  filed  by  course  title,  then  by  name  of  individual 
participants. 

Safeguards: 

Files  are  under  staff  supervision  during  duty  hours;  buildings  are 
locked  and/or  guarded  by  security  guards  during  non-duty  hours. 

Retention  and  disposal: 

These  files  are  destroyed  after  two  years. 

System  managerts)  and  address: 

Assistant  Director,  Resources,  Headquarters,  DCAA 

Assistant  Director,  Operations  and  Professional  Development, 
Headquarters,  DCAA 

Regional  Managers,  DCAA 

Chiefs,  Field  Audit  Offices,  DCAA 

Manager,  Defense  Contract  Audit  Institute,  Memphis,  Tennessee 

Official  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notices. 

Notification  procedure: 

Information  may  be  obtained  from  SYSMANAGERS. 

Record  gccess  procedures: 

Requests  from  individuals  should  be  addressed  to  SYSMANAGER 
of  office  concerned. 

Written  requests  should  contain  the  full  name,  address,  and  tele¬ 
phone  number  of  the  individual.  Visits  are  limited  to  those  offices 
listed  in  the  Department  of  Defense  directory  in  the  appendix  to 
DCA.A’s  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifica¬ 
tion  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314. 

Record  source  categories: 

Correspondence  originating  in  any  DCAA  office  sponsoring  train¬ 
ing  courses,  from  students  and  instructors  of  courses. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  347.2 

System  name: 

347.2  Labor  Management  Relations  Casd  Files 

System  location: 

Personnel  Division,  Headquarters,  DCAA  and  regional  Personnel 
Offices 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  system’s  notice. 

Categories  of  individuals  covered  by  the  system: 
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Employees  who  are  involved  in  grievances  or  other  administrative 
proceedings  and  are  represented  by  recognized  unions  having  negoti¬ 
ated  agreements  with  I)CAA. 

Employees  involved  in  the  filing  of  an  Unfair  Labor  Practice 
(ULP)  complaint  which  has  been  referred  to  the  Assistant  Secretary 
for  Labor-Management  Relations. 

Designated  union  officials,  stewards,  and  representatives. 

Categories  of  records  in  the  system: 

Case  files  contain  all  information  pertaining  to  a  specific  proceed¬ 
ing  or  ULP  including  correspondence,  statements,  exhibits,  and  deci¬ 
sions. 

Personnel  Division.  Headquarters,  DCAA  and  regional  Personnel 
Offices  maintain  lists  of  local  union  officials,  stewards,  and  repre¬ 
sentatives. 

Authority  for  maintenance  of  the  system: 

E.O.  11491,  as  amended,  'Labor-Management  Relations  in  the  Fed¬ 
eral  Service.’, 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Data  is  used  by  DCAA  officials  to  whom  authority  has  been 
delegated  to  direct,  manage,  and  implement  the  provisions  of  E.O. 
11491,  as  amended,  'Labor-Management  Relations  in  the  Federal 
Service.’ 

Other  routine  users  could  include  officials  of  other  DoD  compo¬ 
nents,  representatives  of  other  Executive  Branch  Departments  and 
Agencies,  and  duly  appointed  examiners  or  arbitrators  who  are 
charged  with  program  responsibilities  under  E.O.  11491,  as  amended. 
'Labor-Management  Relations  in  the  Federal  Service.’ 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  are  stored  in  file  folders  or  ca.se  jackets. 

Retrievability: 

Records  are  retrieved  by  case  subject,  case  number,  or  individual 
employee  name. 

Safeguards: 

Records  are  under  the  surveillance  of  Personnel  Office  staff  during 
duty  hours.  During  nonduty  hours,  records  are  secured  in  locked  file 
cabinets  or  combination  safes. 

Retention  and  disposal: 

Case  files  destroyed  5  years  after  supersession,  obsolescence  or 
final  adjustment. 

Lists  of  union  officials,  stewards,  and  representatives  are  normally 
destroyed  after  a  new  roster  has  been  established. 

System  managerts)  and  address: 

Director  of  Personnel,  HQ  DC.\A 

Personnel  Officer  of  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA's  systems  notices. 

Notification  procedure: 

Requests  for  information  should  be  made  to  the  region  in  which 
the  case  originated. 

Written  requests  should  contain  individual’s  full  name,  current  ad¬ 
dress,  telephone  number  and  office  of  assignment. 

Individuals  may  visit  the  personnel  office  of  the  region  in  which 
the  case  originated. 

For  personal  visits,  individual  must  furnish  positive  identification 

Information  will  be  at  the  Personnel  Office  of  the  Region  in  which 
the  case  originated  or  HQ.DCAA. 

Record  access  procedures: 

Individuals  may  obtain  information  on  access  to  records  by  com¬ 
municating  in  writing  or  personally  with  the  SYSMANAGER  or 
Personnel  Officer  of  the  Region  of  record. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314 

Record  source  categories: 

DCAA  Personnel  Offices;  Office  of  the  Assistant  Secretary  of 
Labor  for  Labor-Management  Relations;  individual  employees;  union 
officials,  stewards,  and  representatives. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 


RDCAA  358.1 

System  name: 

358.1  General  EEO  Files 
System  location: 

Primary  System-office  of  EEO  Counselors  throughout  DCAA  Of¬ 
ficial  Mailing  addresses  are  in  the  DoD  Directory  in  the  Appendice 
to  the  DCAA  Systems  Notices 

Decentralized  Segments-Office  of  EEO  Officer,.  HQ,  DCAA; 
Office  of  Counsel,  HQ,  DCAA;  Regional  EEO  Officer  in  Region 
where  complaint  arose 

Categories  of  individuals  covered  by  the  system: 

Any  civilian  employee  of  DCAA  who  has  contacted  an  EEO 
Counselor  regarding  any  form  of  discrimination  against  them  by  any 
organizational  level  of  DCAA 
Categories  of  records  in  the  system: 

CSC  Form  894,  Complaint  of  Discrimination  in  the  Federal  Gov¬ 
ernment:  affivadits;  EEO  Counselor’s  Report;  correspondence  be¬ 
tween  Counselor  and  local  offices  of  DCAA 
Authority  for  maintenance  of  the  system: 

EEO  Act  of  1962  as  implemented  by  CSC  Federal  Personnel 
Manual  Chapter  713 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

EEO  Counselor;  Regional  EEO  Officer;  EEO  Officer,  HQ. 
DCAA;  Counsel,  HQ,  DCAA;  may  be  disclosed  to  any  component 
of  DoD,  Department  of  Justice  and  CSC 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Paper  records  in  file  folders' 

Retrievability: 

Filed  alphabetically  by  last  name  of  complainant 
Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal; 

Destroy  after  2  years. 

System  mauagerls)  and  address: 

EEO  Counselor  concerned;  Regional  EEO  Officer;  EEO  Officer. 
HQ.  DCAA 
Notification  procedure: 

Information  may  be  obtained  from: 

EEO  Officer 
HQ.  DCAA 

Room  4C346  , 

Cameron  Station 
Alexandria,  Virginia  22314 
Telephone:  202-274-7319 
Record  access  procedures; 

Requests  from  individuals  should  be  addressed  to:  EEO  Officer. 
DCA.A,  Cameron  Station,  Ale.xandria,  VA  22314 

VV'ritten  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office,  Headquarters.  DC.AA.  Room 
4C346.  Cameron  Station,  Alexandria,  V'A  22314 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  EEO  Officer,  HQ.  DCA.A, 
Cameron  Station,  Alexandria,  VA  22314 
Record  .source  categories: 

Letters  from  complainant;  affivadits  of  supervisors  and  others 
knowledgeable  of  circumstances  surrounding  complaint;  other  corre¬ 
spondence  relative  to  complaint. 

Systems  exempted  from  certain  provisions  of  the  act; 

NONE 

RDCAA  358.21 

System  name: 

358.21  EEO  Complaints  Resolved  by  DCAA 
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System  location: 

Primary  System-Office  of  EEO  Officer,  HQ,  EXT  A  A  Official  Mail¬ 
ing  addresses  are  in  the  DoD  Directory  in  the  Appendice  to  the 
DCAA  Systems  Notices 

Decentralized  Segments-Ofiice  of  Counsel,  HQ,  DCAA:  Regional 
EEO  Officer  in  Region  where  complaint  arose 

Categories  of  individuals  covered  by  the  system: 

Any  civilian  employee  of  DCAA  who  has  brought  an  EEO  com¬ 
plaint  against  any  organizational  level  of  DCAA. 

Categories  of  records  in  the  system: 

CSC  Form  894,  Complaint  of  Discrimination  in  the  Federal  Gov¬ 
ernment;  Affivadits;  EEO  Counselor’s  report;  Investigator's  Report; 
transcript  and  other  dix'uments  relating  to  the  hearing;  correspond¬ 
ence  between  all  echelons  of  DCAA  concerning  this  complaint;  inter 
and  intra  agency  correspondence. 

Authority  for  maintenance  of  the  sy  stem: 

EEO  Act  of  1962;  US  Civil  Service  Commission  Federal  Pervinnel 
Manual  Chapter  713 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

Director,  DCAA;  EEO  Officer,  HQ,  DCA.A;  Counsel,  HQ, 
DCAA:  Dir.  of  personnel,  HQ,  DCAA,  Regional  Manager  in  Region 
of  Complaint;  may  be  disclosed  to  any  component  of  DoD,  Depart¬ 
ment  of  Justice,  and  Civil  Service  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Paper  records  in  file  folders. 

Retricvability: 

Filed  alphabetically  by  last  name  of  complainant 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disp<vsa); 

Destroy  7  years  after  final  adjustment.  Records  are  retained  in 
active  file  until  end  of  calendar  year  in  which  complaint  was  settled, 
held  one  additional  year  in  inactive  file  and  subsequently  retired  to 
Washington  National  Records  Center. 

System  managerisi  and  address: 

EEO  Officer.  HQ,  DCAA:  Cameron  Station.  Alexandria.  VA 
22.^14 

Notification  procedure: 

Information  may  be  obtained  from; 

EEO  Officer 
HQ,  DCAA 
Room  4C346 
Cameron  Station 
Alexandria,  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures:  -  _ 

Requests  from  individuals  should  be  addressed  to;  EEO  Officei, 
DCAA.  Cameron  Station,  Alexandria,  VA  22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office,  Headquarters,  DCA.A.  R.xim 
4C346.  Cameron  Station,  Alexandria,  VA  22314 

For  personal  visits,  the  individual  should  be  able  to  provide  stvme 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  EEO  Officer,  HQ,  DCAA, 
Cameron  Station,  Alexandria,  VA  22314 

Record  source  categories: 

Letters  from  complainant;  affivadits  of  supervisors  and  others 
knowledgeable  of  circumstances  surrounding  complaint;  correspond¬ 
ence  between  all  echelons  of  DCAA  concerning  the  complaint;  inter¬ 
agency  and  intraagency  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 


System  name; 


RDCAA  358.22  • 


358.22  EEO  Cases  resolved  by  CSC. 

System  location: 

Primary  System-Office  of  EEO  Officer,  HQ,  DCAA  Official  Mail¬ 
ing  addres,ses  are  in  the  DoD  Directory  in  the  Appendice  to  the 
DCAA  Systems  Notices 

Decentralized  Segments-Office  of  Counsel,  HQ,  DCAA;  Regional 
EEO  Officer  in  Region  where  complaint  arose 

Categories  of  individuals  covered  by  the  system: 

Any  civilian  employee  of  DCAA  who  has  brought  an  EE(3  com¬ 
plaint  against  any  organizational  level  of  DCAA. 

Categories  of  records  in  the  system: 

CSC  Form  894,  Complaint  of  Discrimination  in  the  Federal  Gov¬ 
ernment;  Affivadits;  EEO  Counselor’s  report;  Investigator’s  Report; 
transcript  and  other  documents  relating  to  the  hearing;  corresp<vnd- 
ence  between  all  echelons  of  DCAA  concerning  this  complaint:  inter 
and  intra  agency  correspondence. 

Authority  for  maintenance  of  the  system:  , 

EEO  Act  of  1962;  US  Civ  il  Service  Commission  Federal  Pervinnel 
Manual  Chapter  713 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Director,  DCAA;  EEO  Officer,  HQ,  DCAA;  Counsel,  HQ, 
DCAA;  Dir.  of  Personnel,  HQ,  DCAA,  Regional  Manager  in  Region 
of  Complaint;  may  be  disclosed  (o  any  component  of  DoD,  Depart¬ 
ment  of  Justice,  and  Civil  Service  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage; 

Paper  records  in  file  folders. 

Retricvability: 

Filed  alphabetically  by  last  name  of  complainant. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  pers«snncl  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal: 

According  to  USCSC  records  schedule 

System  managerfs)  and  address: 

EEO  Officer,*  HQ,  DCA.A;  Cameron  Station,  Alexandria,  VA 
22314 

Notification  procedure: 

Information  may  be  obtained  from. 

EEO  Officer 
HQ,  DCAA 
Room  4C346 
Cameron  Station 
Alexandria,  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to.  EEO  Officer. 
DCAA,  Cameron  Station,  Alexandria,  VA  22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office,  Headquarters,  DCAA,  R«x>m 
4C346,  Cameron  Station,  Alexandria,  VA  22314, 

For  personal  visits,  the  individual  should  be  able  to  provide  somc 
acceptable  identification,  that  is,  drivers  license,  employing  olTice’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  EEO  Officer,  HQ,  DC.A.A. 
Cameron  Station,  Alexandria.  V'A  22314. 

Record  source  categories: 

Letters  from  complainant;  affivadits  of  supervisors  and  others 
knowledgeable  of  circumstances  surrounding  complaint;  correspond¬ 
ence  between  all  echelons  of  DCAA  concerning  the  complaint;  inter¬ 
agency  and  intraagency  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  358.23 

System  name: 

358.23  Other  copies  of  EEO  Complaint  Case  files 
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System  location: 

Primary  System-Office  of  EEO  Officer,  HQ,  DCAA  Official  Mail¬ 
ing  addresses  are  in  the  DoD  Directory  in  the  Appendice  to  the 
DCAA  Systems  Notices 

Decentralized  Segments-Office  of  Counsel,  HQ,  DCAA;  Regional 
EEO  Officer  in  Region  where  complaint  arose 

Categories  of  individuals  covered  by  the  system: 

Any  civilian  employee  of  DCAA  who  has  brought  an  EEO  com¬ 
plaint  against  any  organizational  level  of  DCAA. 

Categories  of  records  in  the  system: 

CSC  Form  894,  Complaint  of  Discrimination  in  the  Federal  Gov¬ 
ernment;  Affivadits;  EEO  Counselor’s  report;  Investigator’s  Report; 
transcript  and  other  documents  relating  to  the  hearing;  correspond¬ 
ence  between  all  echelons  of  DCAA  concerning  this  complaint;  inter 
and  intra  agency  correspondence. 

Authority  for  maintenance  of  the  system: 

EEO  Act  of  1962;  US  Civil  Service  Commission  Federal  Personnel 
Manual  Chapter  713  Director,  DCAA;  EEO  Officer,  HQ,  DCAA; 
Counsel,  HQ.  DCAA; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Dir.  of  Personnel,  HQ,  DCAA.  Regional  Manager  in  Region  of 
Complaint;  may  be  disclosed  to  any  component  of  DoD,  Department 
of  Justice,  and  Civil  Service  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  complainant. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal:  '' 

Destroy  after  1  year 

S)  stem  managerts)  and  address; 

EEO  Officer,  HQ,  DCAA;  Cameron  Statit)n,  Ale.xandria,  -V'a.  . 
22314 

Notification  procedure: 

Information  may  be  obtained  from: 

EEO  Officer 
HQ.  DCAA 
Room  4C346 
Cameron  Station 
Alexandria.  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  EEO  Officer, 
DCAA.  Cameron  Station,  Alexandria,  VA  22314  » 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

Visits  are  limited  to  EEO  Office,  Headquarters,  DC.A.\,  Room 
4C346,  Cameron  Station,  Alexandria,  VA  22314 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  ts,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  EEO  Officer,  HQ.  DCAA. 
Cameron  Station.  Alexandria,  VA  22314. 

Record  source  categories: 

Letters  from  complainant;  affivadits  of  supervisors  and  others 
knowledgeable  of  circumstances  surrounding  complaint;  correspond¬ 
ence  between  all  echelons  of  DCAA  concerning  the  complaint;  inter¬ 
agency  and  intraagency  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act; 

NONE 

RDCAA  358.24 

System  name: 

358.24  EEO  Background  Documents  not  included  in  case  files. 

System  location: 


Primary  System-Office  of  EEO  Officer,  HQ,  DCAA  Official  Mail¬ 
ing  addresses  are  in  the  DoD  Directory  in  the  Appendice  to  the 
DCAA  Systems  Notices 

Decentralized  Segments-Office  of  Counsel,  HQ,  DCAA;  Regional 
EEO  Officer  in  Region  where  complaint  arose 

Categories  of  individuals  covered  by  the  system: 

Any  civilian  employee  of  DCAA  who  has  brought  an  EEO  com¬ 
plaint  against  any  organizational  level  of  DCAA. 

Categories  of  records  in  the  system: 

CSC  Form  894,  Complaint  of  Discrimination  in  the  Federal  Gov¬ 
ernment;  Affivadits;  EEO  Counselor’s  report;  Investigator’s  Report; 
transcript  and  other  documents  relating  to  the  hearing:  correspond¬ 
ence  between  all  echelons  of  DCAA  cocerning  this  complaint;  inter 
and  intra  agency  correspondence. 

Authority  for  maintenance  of  the  system: 

EEO  Act  of  1962;  US  Civil  Service  Commission  Federal  Personnel 
Manual  Chapter  713 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Director,  DCAA;  EEO  Officer,  HQ,  DCAA;  Counsel.  HQ, 
DCAA;  Dir.  of  Personnel,  HQ,  DCAA,  Regional  Manager  in  Region 
of  Complaint;  may  be  disclosed  to  any  component  of  DoD,  Depart¬ 
ment  of  Justice,  and  Civil  Service  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  complainant. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  areas 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared  and  trained. 

Retention  and  disposal; 

Destroy  3  years  after  final  adjustment 

System  managerts)  and  address: 

EEO  Officer,  HQ,  DCAA;  Cameron  Station,  Alexa.ndria,  V'a. 
22314 

Notification  procedure: 

Information  may  be  obtained  from: 

EEO  Officer 
HQ.  DCAA 
Room  4C346 
Cameron  Station 
Alexandria,  Virginia  22314 
Telephone:  202-274-7319 

Record  access  procedures: 

Reque.sts  from  individuals  should  be  addressed  to;  EEO  Officer, 
DC.^A,  Cameron  Station,  Alexandria,  VA  22314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  present  or 
former  DCAA  office. 

V'isits  are  limited  to  EEO  Office.  Headquarters.  DCAA.  Room 
4C346.  Cameron  Station,  Alexandria,  V.A  22314 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drivers  license,  employing  office’s 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  his  ’case’  folder. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  EEO  Officer,  HQ.  DCAA. 
Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories: 

Letters  from  complainant;  affivadits  of  supervisors  and  others 
knowledgeable  of  circumstances  surrounding  complaint;  correspond¬ 
ence  between  all  echelons  of  DCAA  concerning  the  complaint;  inter¬ 
agency  and  intraagency  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  358.3 

System  name: 

358.3  Grievance  &  Appeal  Files 

System  location: 

Grievances  by  HQ  employees;  Personnel  Division.  HQ  DCAA. 


74712 


Federal  Register  /  Vol.  44,  No.  243  /.  Monday,  December  17,  1979  /  Notices 


Griexance  by  field  employees;  Personnel  Division  of  region  of 
origin. 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA's  systems  notices. 

Categories  of  individuals  covered  by  the  system: 

Employees  who  have  filed  formal  grievances  pursuant  to  Chapter 
58,  DCAAM  1400.1. 

Categories  of  records  in  the  system: 

The  written  grievance;  assignment  of  examiner;  statements  of  wit¬ 
nesses;  written  summary  of  interviews;  written  summary  of  group 
meetings;  transcript  of  hearing  if  one  held;  correspondence  relating  to 
the  grievance  and  conduct  of  the  inquiry;  exhibits;  evidence;  trans¬ 
mittal;  decision. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901, Part  771,  Civil  Service 
Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  grievance  &  appeal  file  is  to  record  the  griev¬ 
ance  or  appeal,  the  nature  and  scope  of  inquiry  into  the  matter  being 
aggrieved  or  appealed  and  treatment  accorded  the  matter  by  manage¬ 
ment. 

Users  are  the  grievant  and  grievant’s  representative;  the  Examiner; 
the  Regional  Manager;  Personnel  Office  staff;  the  Assistant  Director, 
Resources;  the  Director;  Counsel;  administrative  staff  involved  in 
typing  and  processing  the  grievance. 

The  employee  and  representative  are  furnished  a  copy  of  the  file 
for  review  and  comment  before  decision. 

The  Examiner  compiles  the  file  and  makes  a  Report  of  Findings 
and  Recommendations  based  on  the  file. 

The  Regional  Manager,  when  the  deciding  official,  reviews  the  file 
to  reach  a  decision. 

Personnel  Office  staff  may  review  the  file  to  prepare  a  brief  or 
write  a  decision  for  the  deciding  official;  The  Assistant  Director, 
Resources  may  review  the  file  as  program  manager. 

The  Director  may  review  the  file  as  deciding  official. 

Administrative  staff  members  are  involved  in  the  physical  handling 
and  processing  of  the  grievance  such  as  typing,  copying,  transmit¬ 
ting. 

Counsel  may  rev  iew  file  in  making  legal  determinations. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  stored  in  tyable  jackets  in  file  cabinets  or  open  shelf 
files. 

Retrievability: 

Grievance  files  are  filed  by  name  alphabetically. 

Safeguards: 

Grievance  files  are  under  surveillance  of  Personnel  Office  staff 
during  duty  hours.  During  nonduty  hours,  the  building  is  locked  and 
under  guard. 

Retention  and  disposal: 

Each  case  file  is  retained  in  current  files  for  7  years  after  the  case 
is  closed,  then  destroyed. 

System  managerts)  and  address: 

Director  of  Personnel,  HQ  DCAA; 

Personnel  Officer  of  each  region; 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notices. 

Notification  procedure: 

Requests  for  information  should  be  made  to  the  region  in  which 
the  grievance  originated. 

Written  requests  should  contain  individual's  full  name,  current  ad¬ 
dress,  telephone  number  pnd  office  of  assignment. 

Individuals  may  visit  the  personnel  office  of  the  region  in  which 
the  grievance  was  filed. 

For  personal  visits,  individual  must  furnish  positive  identification. 

Information  will  be  at  the  Personnel  Office  of  the  Region  in  which 
the  grievance  originated  or  HQ,  DCAA. 

Record  access  procedures: 


Individuals  may  obtain  information  on  access  to  records  by  com¬ 
municating  in  writing  or  personally  with  the  SYSMANAGER  or 
Personnel  Officer  of  the  Region  of  record. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories: 

Grievant; 

Witnesses; 

Exhibits  furnished  in  evidence  by  grievant  and  witnesses; 

Grievance  examiner; 

Persons  interviewed  by  the  Examiner,  other  than  witnesses. 
Deciding  official  (decision). 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  371.1 

System  name: 

371.1  Name  Files 
System  location: 

Office,  Director  of  Personnel,  HQ  DCAA. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  DCAA  on  whom  copies  of  communicatons. 
favorable  or  unfavorable,  have  been  received. 

Categories  of  records  in  the  system: 

Copies  of  correspondence  concerning  the  employee  performance 
and  conduct;  warning  notices  to  the  employee;  reports  and  records  of 
counseling;  copies  of  disciplinary  action  correspondence. 

Authority  for  maintenance  of  the  system: 

5  USC  301;  10  USC  133;  44  USC  2901  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  file  serves  as  a  repository  of  material  furnished  by  field  activi¬ 
ties  for  information  of  the  HQ  staff.  It  is  retained  to  provide  continu¬ 
ity  of  knowledge  and  understanding  of  long  term  matters  which  may 
develop  into  adverse  actions. 

Personnel  Office  staff 
Employee  concerned 

Management  personnel  with  need  to  kniiw 

Director 

Deputy  Director 

Assistant  Director,  Resources 

Assistant  Director,  Operations  &  Professional  Development 

Executive  Officer 

Counsel 

DCAA  Mangement  personnel  with  need-to-know; 

The  Personnel  Staff  for  maintaining  the  files;  advising  management 
on  appropriate  actions  and  taking  of  actions. 

The  employee  concerned,  to  be  aware  of  matter  and  act  on  the 
knowledge. 

Management  personnel  in  evaluating  information;  initiating  actions. 
Director  in  order  to  be  aware  of  those  matters  which  could  atTect 
the  agency;  initiate  action. 

Deputy  Director  to  be  aware  of  matters  which  could  affect  other 
agency;  initiate  action  in  absence  of  Director. 

Assistant  Director,  Resources,  to  be  aware  of  matters  which  could 
affect  the  agency;  initiate  actions  on  the  matter;  advise  Deputy  Di¬ 
rector  and  Director. 

Assistant  Director,  Operations  &  Professional  Development,  to  be 
aware  of  matters  which  could  affect  the  agency;  initiate  actions; 
advise  the  Deputy  Director  and  Director. 

Other  routine  use  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice,  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Name  files  are  paper  records  stored  in  file  folders. 

Retrievability; 

Name  files  are  filed  alphabetically. 

Safeguards: 

Files  are  under  surveillance  of  Personnel  Office  staff  during  duty 
hours.  Building  is  locked  and  guarded  during  nonduty  hours. 
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Retention  and  disposal: 

Files  are  retained  for  a  period  of  2  years  after  separation  from  the 
Agency. 

System  managerts)  and  address: 

Director  of  Personnel.  HQ  DCAA,  Cameron  Station,  Alexandria, 
VA  22314. 

Notification  procedure: 

Requests  for  information  should  be  sent  to  the  SYSMANAGER. 

Written  requests  must  include  the  individuals  full  name,  current 
address,  telephone  number  and  office  of  assignment. 

Individual  may  visit  the  SYSMANAGER. 

For  personal  visits,  individual  must  furnish  positive  identification. 

Information  will  be  at  the'  Office,  Director  of  Personnel,  HQ 
DCAA.  Cameron  Station,  Alexandria,  VA  22314. 

Record  access  procedures: 

Individual  may  obtain  information  on  access  to  records  by  commu¬ 
nicating  in  writing  or  personally  with  the  SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Ale.xandria,  VA  22314. 

Record  source  categories: 

Supervisory,  management  personnel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  371.13  ~ 

System  name: 

371.13  Official  Personnel  Folders 

System  location: 

Office,  Director  of  Personnel,  HQ  DCAA 

Personnel  Office,  all  regions 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA's  system’s  notice. 

Categories  of  individuals  covered  by  the  system: 

Each  civilian  employee  of  DCAA 

Categories  of  records  in  the  system: 

Notifications  of  Personnel  Actions;  appointment  documentation; 
oath  of  office;  application;  payroll  change  slips;  Official  Performance 
Ratings;  records  of  training;  Letters  of  Commendation;  Records  of 
awards  and  recognition;  health  benefit  and  insurance  registration  and 
changes  to  position  descriptions;  Notice  of  Ratings;  Service  computa¬ 
tion;  designation  of  beneficiary;  certificate  of  security  clearance;  SF- 
52$;  performance  evaluations;  report  of  medical  examination;  employ¬ 
ment  inquiries;  correspondence  related  to  all  the  above. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901;  Federal  Personnel  Manual, 
Chapter  296-31 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Files  are  used  to  determine  employee’s  qualifications,  eligibilities 
and  as  a  repository  for  those  documents  and  records  pertaining  to  the 
employee’s  career,  position,  salary  and  benefits. 

Files  are  used  by  the  Personnel  Office  staff  to  initiate,  effect  and/ 
or  record  personnel  actions;  pay  actions;  determine  qualifications; 
determine  eligibility;  as  basis  for  counseling  the  employee  regarding 
rights  entitlements. 

May  be  used  by  management  officials  and  boards  in  considering 
employees  for  assignment,  promotion,  training,  adverse  actions. 

May  be  used  by  Office  of  Council  in  advising  management  on  legal 
aspects  of  matters  involving  the  employee. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  other  Federal  departments  and  agencies,  the 
Civil  ervice  Commission,  the  Department  of  Justice  or  to  law  en¬ 
forcement  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  bound  in  file  folder 

Retrievability: 

Filed  by  name 

Safeguards: 


Under  constant  surveillance  of  Personnel  Office  staff  during  duty 
hours;  stored  in  locked  cabinet  in  locked  and  guarded  building  during 
nonduty  hours. 

Retention  and  disposal: 

Retained  during  tenure  of  the  employee;  disposed  of  in  accordance 
with  FPM,  Chapter  296. 

System  managerts)  and  address: 

Director  of  Personnel,  HQ  DCAA 
Personnel  Offices  at  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure: 

Requests  for  information  should  be  addressed  to  SYSMANAGER 
Written  requests  for  information  must  contain  individual’s  full 
name,  current  address,  telephone  number,  GS  grade  and  office  of 
assignment. 

Individuals  may  visit  the  personnel  office  which  provides  person¬ 
nel  service  to  them. 

For  personal  visits,  individual  must  furnish  proper  credentials  and 
above  information  orally. 

Record  access  procedures: 

A  personal  or  written  request  to  the  SYSMANAGER 
Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories: 

Employee;  Personnel  Offices;  former  and  present  supervisory  per¬ 
sonnel;  payroll  servicing  offices;  Civil  Service  Commission;  training 
and  education  institutions;  individuals  who  submit  communications 
concerning  the  employee. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  371.2 

System  name: 

371.2  Supervisor  Personnel  Records 
System  location: 

Each  Field  Audit  Office  and  each  staff  office  at  regional  headquar¬ 
ters  and  HQ  DCAA 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice 
Categories  of  individoals  covered  by  the  system: 

Each  employee,  except  the  supervisor,  assigned  to  the  organiza¬ 
tional  element. 

Categories  of  records  in  the  system: 

Contains  information  relative  to  the  individual  employee;  personnel 
actions  in  progress;  copies  of  position  descriptions;  copies  of  perform¬ 
ance  evaluations,  assessments  of  promotion  potential,  progress  re¬ 
ports:  copies  of  correspondence  and  communications  relative  the 
employee;  record  of  duty  assignments;  record  of  leave  status. 

Authority  for  maintenance  of  the  system: 

5  USC  301;  10  USC  133;  44  USC  2901;  Federal  Personnel  Manual. 
Chapter  295 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  supervisors  as  reference  or  reminder  of  past  actions;  as 
basis  for  initiating  personnel  actions  on  the  employee;  rotation  of 
duty  assignments;  for  consideration  of  employees  separated  for  mili¬ 
tary  service  for  absentee  personnel  actions;  monitor  leave  use 
Used  by  the  Supervisory  auditor  of  the  employee  concerned  for 
the  above  stated  purposes 

Used  by  the  Field  Audit  Office  chief  for  the  above  purposes. 
Used  by  administrative  personnel  for  maintenance,  clearance  of 
obsolete  material,  extraction  of  statistical  data,  status  checks. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 
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Filed  by  name,  alphabetically 

Safeguards: 

Under  control  of  office  staffs  during  duty  hours.  Work  area  or 
cabinet  locked  during  nonduty  hours. 

Retention  and  disposal: 

Review  annually;  destroy  material  which  has  been  superseded  or  is 
no  longer  applicable;  destroy  entire  file  I  year  after  transfer  or 
separation  of  the  employee. 

System  managcr(s)  and  address: 

Each  HELD  Audit  Office  and  each  staff  office  at  regional  head¬ 
quarters  and  HQ  DCAA  addresses  are  in  the  DOD  Directory  in  the 
appendix  to  DCAA's  systems  notice. 

Notification  procedure: 

Requests  for  information  should  be  sent  or  made  to  the  SYSMAN- 
AGER  of  that  organizational  element  to  which  the  individual  is 
assigned. 

Written  requests  must  include  the  individuals’  full  name,  current 
address,  telephone  number  and  office  of  assignment. 

Individual  may  visit  the  office  of  the  SYSMANAGER. 

For  personal  visits,  individual  must  furnish  positive  identification. 

Record  access  procedures: 

Individuals  may  obtain  information  on  access  to  records  by  com¬ 
municating  with  their  current  supervisor. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Records  Administrator,  Defense  Contract 
Audit  Agency,  Cameron  Station,  Alexandria,  VA  22314 

Record  source  categories: 

Supervisors 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  371.5 

Sy  stem  name: 

371.5  Locator  Records 

System  location: 

Office,  Director  of  Personnel,  HQ  DCAA,  Cameron  Station,  Alex¬ 
andria,  VA  22314.  Regional  Offices  and  Field  Audit  Offices  whose 
addresses  are  in  the  DoD  directory  in  the  appendix  to  DCAA’s 
systems  notices. 

Categories  of  individuals  covered  by  the  system: 

*  All  civilian  employees  of  DCAA 

Categories  of  records  in  the  system: 

Employee’s  name,  office  room  number,  telephone,  office  symbol, 
home  address,  home  telephone  number,  date  prepared,  spouse’s  name. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Ready  reference  of  employee  home  address  and  telephone  number 

Copy  furnished  to  Office  of  Director  and  Deputy  Director  for 
business,  social  and  protocol  purposes. 

Copy  furnished  the  travel  offices  which  use  it  to: 

Furnish  home  telephone  number  to  air  carrier  when  booking 
flights  for  the  individual; 

Estimating  local  travel  costs  from  home  address; 

Dispatching  staff  cars  to  individual's  home; 

Planning  group  travel. 

Copy  remains  in  Personnel  Office  for  use  in  responding  to  inquiries 
regarding  employees  home  address,  telephone  number. 

Other  routine  use  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action,  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

3x5  card,  stored  in  index  card  box. 

Retrievability: 

Filed  by  name. 

Safeguards: 

Under  control  of  office  staff  during  duty  hours.  Building  locked 
and/or  guarded  during  nonduty  hours. 


Retention  and  disposal: 

Retained  until  separation  of  employee,  then  destroyed. 

System  managerCs)  and  address: 

Director  of  Personnel,  HQ  DCAA,  Cameron  Station,  Alexandria, 
VA  22314. 

Notification  procedure: 

Information  may  be  obtained  from  the  SYSMANAGER. 

Written  requests  for  information  must  include  individual's  full 
name,  current  address,  telephone  number  and  office  of  assignment. 

Individual  may  visit  the  Office  of  the  SYSMANAGER 

For  personal  visit,  individual  must  furnish  positive  identification. 

Record  access  procedures: 

A  personal  or  written  request  to  the  SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Ale.xandria,  VA 
22314. 

Record  source  categories: 

Employee 

Systems  exempted,  from  certain  provisions  of  the  act: 

None 

RDCAA  371.7 

System  name: 

371.7  Service  Record  File 

System  location: 

Office,  Director  of  Personnel,  HQ  DCAA 

Personnel  Office,  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system: 

Elach  civilian  employee  of  each  respective  appointing  office. 

Categories  of  records  in  the  system: 

Current  information  regarding  the  individual  employment  status, 
chronology  of  personnel  actions  showing  nature,  date,  position  title, 
series  grade,  salary,  organization,  date  of  birth.  Social  Security 
number,  retention  subgroup,  service  computation  date,  date  next 
Within  Grade  Increase  due,  leave  category  emergency  addressee. 

Authority  for  maintenance  of  the  system: 

5  USC  301;  10  USC  133;  44  USC  2901;  et  seq.  Federal  Personnel 
Manual  Chapter  295 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  provide  a  ready  reference  on  actions  taken  during  the  employ¬ 
ee’s  tenure  with  the  appointing  office;  to  basic  information  for  peri¬ 
odic  actions  and  frequent  reference;  position  control. 

Used  by  Personnel  office  staff  in  carrying  out  routine  personnel 
functions;  to  determine  various  items  of  information  concerning  indi¬ 
viduals  in  accomplishing  routine  functions;  schedule  periodic  actions 
such  as  within  grade  increases,  length  of  service  awards. 

May  be  used  by  management  officials  for  above  purposes  with 
respect  to  subordinates. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  the  Department 
of  Justice  or  to  law  enforcement  or  investigatory  authorities  for 
investigation  and  possible  criminal  prosecution,  civil  court  action  or 
regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Double  5x8  cards,  filed  in  Kardex  file. 

Retrievability: 

Filed  by  organizational  element,  grade  and  name. 

Safeguards: 

Under  surveillance  of  Personnel  Office  staff  during  duty  hours; 
locked  Kardex  file  in  locked  and  guarded  building  during  nonduty 
hours. 

Retention  and  disposal: 

Placed  in  inactive  file  upon  separation  of  employee. 

System  manager(s)  and  address: 

Director  of  Personnel,  HQ  DCAA 

Personnel  Officer  at  each  region 
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OfTicial  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice. 

Notification  procedure: 

Information  may  be  obtained  from  SYSMANAGER  where  em¬ 
ployed  or  formerly  employed. 

Written  requests  for  information  must  include  individual's  full 
name,  current  address,  telephone  number  and  office  of  assignment. 

Individuals  may  visit  the  Personnel  Office  of  the  region  in  which 
employed  or  formerly  employed. 

For  personal  visits,  individual  must  furnish  positive  identification 
Record  access  procedures: 

A  personal  or  written  request  to  the  SYSMANAGER 
Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314 

Record  source  categories: 

Former  and  present  employees;  Official  Personnel  Folder;  person¬ 
nel  actions. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCA4  371.8 

System  name; 

371.8  Inactive  Service  Records 
System  location: 

Office,  Director  of  Personnel,  HQ  DCAA 
Personnel  Office,  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice. 

Categories  of  individuals  covered  by  the  system: 

Each  former  civilian  employee  of  each  respective  appointing  office 
Categories  of  records  in  the  system: 

Information  regarding  the  individual’s  status  during  employment; 
chronology  of  personnel  action  taken;  date  of  birth;  SSN;  retention 
subgroup;  Service  Computation  Date;  leave  category;  forwarding 
address;  date  and  reason  for  separation. 

Authority  for  maintenance  of  the  system: 

Federal  Personnel  Manual,  Chapter  295;  44  USC  2901  et  seq. 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses; 

Used  by  the  Personnel  Office  staff  to  respond  to  inquirees  regard¬ 
ing  former  employees;  reuse  in  cases  of  reemployment  of  the  individ¬ 
ual. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Civil  Service  Commission,  other  Federal 
departments  or  agencies,  the  Department  of  Justice  or  to  law  en¬ 
forcement  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Double  5x8  cards,  filed  in  file  box 
Retrievabi'ity: 

Filed  by  name 
Safeguards: 

Under  surveillance  of  Personnel  Office  staff  during  duty  hours 
Building  lix;ked  and  guarded  during  nonduty  hours. 

Retention  and  disposal: 

Retained  for  3  years  after  separation  of  individual,  then  de.stroyed 
System  managerts)  and  address: 

Director  or  Personnel,  HQ  DCAA 
Personnel  Officer  at  each  region 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notice 
Notification  procedure; 

Information  may  be  obtained  from  SYSMANAGER  where  for¬ 
merly  employed. 

Written  request  for  information  must  include  individual’s  full  name, 
current  address,  telephone  number  and  office  of  former  assignment 
Individual  may  visit  the  Personnel  Office  of  the  region  in  which 
formerly  employed. 

For  personal  visits,  individual  must  furnish  positive  identification. 


Record  access  procedures; 

A  personal  or  written  request  to  the  SYSMANAGER 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator. 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria.  VA 
22314. 

Record  source  categories: 

Individual  concerned;  Official  Personnel  Folder;  personnel  actions. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  440.2 

System  name: 

440.2  Time  and  Attendance  Reports 

System  location: 

Primary  System-Information  Systems  and  Services  Branch.  Head¬ 
quarters,  DCAA. 

Decentralized  Segments-DCAA  Regional  Offices  and  Field  Audit 
Offices.  Official  mailing  addresses  are  in  the  Department  of  Defense 
directory  in  the  appendix  to  DCAA’s  systems  notices. 

Categories  of  individuals  covered  by  the  system: 

All  civilian  employees  of  the  Defense  Contract  .Audit  Agency. 

Categories  of  records  in  the  system: 

File  contains  a  copy  of  individual’s  time  and  attendance  report  and 
other  papers  necessary  for  the  submission  of  time  and  attendance 
reports  and  collecting  of  pay  from  the  non-DCAA  payroll  office. 

-  Authority  for  maintenance  of  the  system: 

5  United  States  Code  301;  10  United  States  Code  133;  44  United 
States  Code  2901;  et.  seq.;  31  United  States  Code  66a. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Supervisors  of  employees  review  and  certify  accuracy  of  reports. 

Reports  are  furnished  to  the  appropriate  Finance  and  Accounting 
office,  w  hich  is  another  Department  of  Defense  component. 

Other  routine  uses  could  include  disclosure  to  the  Department  of 
Justice  or  to  law  enforcement  or  investigatory  authorities  for  investi¬ 
gation  and  possible  criminal  prosecution,  civil  court  action,  or  regula¬ 
tory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retriev  ability: 

Filed  alphabetically  by  last  name  of  employee 

Safeguards; 

Files  are  under  staff  supervision  during  duty  hours;  buildings  are 
locked  and/or  guarded  by  security  guards  during  non-duty  hours. 

Retention  and  disposal: 

These  records  are  destroyed  six  months  after  end  of  pay  perkxl  to 
which  applicable. 

Sy  stem  munager(s)  and  addres.s: 

A%sistant  Director,  Resources,  Headquarters,  DCAA 

Regional  Managers,  DCAA 

Chiefs  of  Field  Audit  Offices 

Otficial  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  DCAA’s  systems  notices. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria.  VA  22314 
Telephone;  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station.  Alexan¬ 
dria.  VA  22314. 

W’ritten  requests  for  information  should  contain  the  full  name. 

~  addres.s,  telephone  number  of  the  individual  and  the  employee 
payroll  number.  Visits  are  limited  to  those  offices  listed  in  the 
Department  of  Defense  directory  in  the  appendix  to  DCAA’s 
systems  notices. 
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For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifica¬ 
tion  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314. 

Record  source  categories: 

Time  and  Attendance  reports  are  completed  by  the  time  and  at¬ 
tendance  clerk. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

REKTAA  502.6 

System  name: 

502.6  Freedom  of  Information  Administrative  Appeals 

System  location: 

Office  of  Counsel,  Headquarters,  DCAA: 

Office  of  Assistant  Director,  Resources,  Headquarters,  DCAA 

Office  of  Records  Administrator,  Information  Systems  and  Serv¬ 
ices  Branch,  Headquarters,  DCAA, 

Categories  of  individuals  covered  by  the  s>stem: 

Any  individual  who  appeals  an  initial  denial  of  information. by  the 
Agency. 

Categories  of  records  in  the  system: 

Office  of  Counsel-File  contains  all  documents  created  in  the  proc¬ 
ess  of  responding  to  administrative  appeal  for  the  release  of  informa¬ 
tion  initially  denied,  including  a  copy  of  the  letter  from  the  appellant, 
-all  pertinent  background  data  concerning  the  information  denied, 
interoffice  and  interagency  corre.spondence  concerning  the  informa¬ 
tion  denied,  a  copy  of  the  appeal  decision,  and  documents  pertaining 
to  civil  action  in  the  eveht  of  suit. 

Office  of  Assistant  Director,  Resources-File  contains  a  copy  of  the 
letter  from  the  appellant,  pertinent  background  information  concern¬ 
ing  the  information  initially  denied,  interoffice  and  interagency  corre¬ 
spondence  concerning  the  information  denied,  and  a  copy  of  the 
appeal  decision. 

Office  of  the  Records  Administrator-File  contains  a  copy  of  the 
letter  from  the  appellant  and  a  copy  of  the  appeal  decision. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  552. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  Counsel-To  determine  legal  sufficiency  of  information 
denial  and  response  to  the  appellant. 

Office  of  Assistant  Director,  Resources-To  make  appellate  deci¬ 
sion. 

Office  of  Records  Administralor-To  prepare  report  to  Congress  of 
Freedom  of  Information  Activity. 

Disclosed  to  Department  of  Justice  in  event  of  civil  action. 

Disclosed  to  DoD  in  event  of  civil  action. 

Policies  end  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system; 

Storage: 

Paper  records  in  file  folders. 

Retriev  ability: 

Office  of  Counsel-Filed  alphabetically  by  Iasi  name  of  appellant. 

Office  of  Assistant  Director,  Resources-Filcd  alphabetically  by  last 
name  of  appellant. 

Office  of  Records  Administrator-Filed  chronologically. 

Safeguards: 

During  duty  hours,  records  are  under  the  supervision  of  the  staffs 
of  the  three  offices;  security  guards  are  provided. 

Retention  and  disposal:  .- 

Office  of  Counsel-These  files  retained  in  the  Office  of  Counsel  and 
destroyed  10  years  after  final  action. 

Office  of  Assistant  Director,  Resources-These  files  are  destroyed 
two  years  after  final  action. 

Office  of  Records  Administrator.  These  files  are  destroyed  three 
years  after  report  to  Congress. 

System  manageris)  and  address: 

Records  Administrator,  Headquarters,  DCAA,  Cameron  Station, 
Alexandria,  V’A.  22314. 

Notification  procedure: 

Infv'rmation  may  be  obtained  from: 


Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  Va.  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Records  Administrator,  Building  4,  Room  4A320, 
Cameron  Station,  Alexandria,  VA. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license  or  some  other  form 
of  identification. 

Contesting  record  procedures: 

Tlie  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Buiivfing  4,  Room  4A320,  Cameron  Station,  Alexandria,  VA  22314. 

Record  source  categories: 

Correspondence  and  other  communications  from  the  individual 
appealing  the  determination;  correspondence  between  DCAA  staff 
members  concerning  the  availability  of  the  information;  correspond¬ 
ence  between  DCAA  and  other  Federal  agencies  concerning  the 
availability  of  the  information;  workpa]>ers  and  drafts  of  replies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  503.5 

System  name: 

503.5  Privacy  Act  Administrative  Appeals 

System  location: 

Office  of  Counsel,  Headquarters,  DCAA; 

-  Office  of  Assistant  Director,  Resources,  Headquarters,  DCAA; 

Office  of  Records  Administrator,  Information  Systems  and  Serv¬ 
ices  Branch,  Headquarters,  DCAA 

Categories  of  individuals  covered  by  the  system: 

Any  individual  who  appeals  an  initial  denial  of  information  by 
DCAA  under  the  Privacy  Act  of  1974. 

Categories  of  records  in  the  system: 

Office  of  Counsel  -  File  contains  all  documents  created  in  the 
process  of  responding  to  administrative  appeal  for  the  release  of 
information  initially  denied,  including  a  copy  of  the  letter  from  the 
appellant,  all  pertinent  background  data  concerning  the  information 
denied,  a  copy  of  the  appeal  decision,  and  documents  pertaining  to 
civil  action  in  the  event  of  suit. 

Office  of  Assistant  Director,  Resources  •  File  contains  a  copy  of 
the  letter  from  the  appellant,  pertinent  background  information  con¬ 
cerning  the  information  initially  denied,  interoffice  and  interagency 
correspondence  concerning  the  information  denied,  and  a  copy  of  the 
appeal  decision. 

Office  of  Records  Administrator  -  File  contains  a  copy  of  the  letter 
from  the  appellant  and  a  copy  of  the  appeal  decision. 

Authority  for  maintenance  of  the  system: 

5  use  552(a) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Office  of  Counsel  -  To  determine  legal  sufficiency  of  information 
denied  and  response  to  appellant. 

Office  of  Assistant  Director,  Resources  -  To  make  appellate  deci¬ 
sion. 

Office  of  Records  Administrator  -  To  maintain  statistics  for  annual 
report  to  Congress  on  the  number  of  records  which  were  exempted 
and  the  reasons  for  the  exemptions,  and  such  other  information  as 
indicates  efforts  to  fully  administer  this  Act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Office  of  Counsel-Filed  alphabetically  by  last  name  of  appellant; 

Office  of  Assistant  Director,  Resources  -  Filed  alphabetically  by 
last  name  of  appellant; 

Office  of  Records  Administrator  -  Filed  chronologically. 

Safeguards: 
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Under  stafT  supervision  during  duty  hours;  buildings  provide  secu¬ 
rity  guards  during  nonduty  hours. 

Retention  and  disposal: 

Retention  periods  have  not  been  determined  and  approved  by  the 
National  Archives  and  Records  Service  of  the  General  Services 
Administration.  All  files  will  be  retained  until  this  determination  is 
made. 

System  manager(s)  and  address: 

Records  Administrator,  Defense  Contract  Audit  Agency,  Cameron 
Station,  Alexandria,  VA  22314. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone;  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Records  Administrator,  Building  4,  Room  4A320, 
Cameron  Station,  Alexandria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is  driver's  license,  and  give  some  verbal 
information  that  could  be  verified  with  'case'  folder. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314. 

Record  source  categories: 

Correspondence  and  other  communications  from  the  individual 
appealing  the  determination;  correspondence  between  DCAA  staff 
members  concerning  the  availability  of  the  information;  correspond¬ 
ence  between  DCAA  and  other  Federal  agencies  concerning  the 
availability  of  the  information;  work  papers  and  drafts  of  replies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

RDCAA  575.4 

System  name: 

575.4  Postal  Directory 

System  location: 

Personnel  Offices  at  Headquarters  and  Regional  Offices; 

Mail  Rooms  in  all  DCAA  offices; 

Official  mailing  addresses  are  in  the  Department  of  Defense  direc¬ 
tory  in  the  appendix  to  DCAA’s  systems  notices; 

Categories  of  individuals  covered  by  the  system: 

Present  and  former  civilian  employees  of  DCAA. 

Categories  of  records  in  the  system: 

Records  utilized  in  mail  rooms  and  personnel  offices,  used  as  a 
locator  system,  to  facilitate  delivery  of  mail  to  individuals,  such  as 
locator  cards;  copies  of  assignment  or  transfer  orders;  and  similar 
records. 

Authority  for  maintenance  of  the  system: 

5  United  States  Code  301;  10  United  States  Code  133;  44  United 
States  Code  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  deliver  mail  to  individuals. 

Other  routine  uses  could  include  disclosure  to  other  Department  of 
Defense  components,  the  Departmem  of  Justice  or  to  law  enforce¬ 
ment  or  investigatory  authorities  for  investigation  and  possible  crimi¬ 
nal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name. 

Safeguards: 


Files  are  under  staff  supervision  during  duty  hours;  buildings  are 
locked  and/or  guarded  by  security  guards  during  non-duty  hours. 

Retention  and  disposal: 

Records  at  each  location  are  to  be  destroyed  six  months  after 
departure  of  employee. 

System  manager(s)  and  address: 

Assistant  Director  Resources,  Headquarters,  DCAA; 

Regional  Managers,  DCAA; 

Chiefs  of  Field  Audit  Offices; 

Addresses  are  listed  in  the  Department  of  Defense  directory  in  the 
appendix  to  DCAA's  systems  notices. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  Va.  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Records  Admin¬ 
istrator  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria,  Va  22314. 

Written  requests  for  information  should  contain  the  full  name, 
address,  and  telephone  number  and  the  official  address  of  the  individ¬ 
ual.  Visits  are  limited  to  those  offices  listed  in  the  Department  of 
Defense  directory  in  the  appendix  to  DCAA's  systems  notices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver’s  license,  employee  identifica¬ 
tion  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  Va 
22314. 

Record  source  categories: 

Correspondence  originating  in  DCAA  offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  590.8 

System  name: 

590.8  DCAA  Management  Information  System  (MIS) 

System  location: 

Information  Systems  and  Services  Branch,  Management  Division, 
Headquarters,  DCAA;  Financial  and  Administrative  Services  Divi¬ 
sions,  DCAA  regional  office^  field  audit  offices,  respective  DCAA 
regions  whose  addresses  are  in  Department  of  Defense  Directory  in 
the  appendix  to  DCAA’s  systems  notices;  Computer  Sciences  Corpo¬ 
ration,  815  Commerce  Drive,  Oak  Brook,  Illinois  60521,  which  main¬ 
tains  systems  data  under  contract  with  General  Services  Administra¬ 
tion. 

Categories  of  individuals  covered  by  the  system: 

Information  Systems  and  Services  Branch,  Headquarters,  DCAA, 
all  current  civilian  employees  of  DCAA;  and  former  employees  who 
were  on  Agency  rolls  any  time  after  system  implementation  on  1 
July  1974. 

Financial  and  Administrative  Servies  Divisions,  DCAA  regional 
offices;  all  current  civilian  employees  of  respective  DCAA  regions 
and  former  employees  who  were  on  regional  rolls  any  time  after 
system  implementation  on  1  July  1974. 

Field  Audit  Offices,  DCAA;  all  current  civilian  employees  of  re¬ 
spective  field  audit  offices  and  former  employees  who  were  assigned 
to  office  any  time  after  system  implementation  on  I  July  1974. 

Computer  Sciences  Corporation;  all  current  civilian  employees  of 
DCAA  and  former  employees  who  were  on  Agency  rolls  any  time 
after  system  implimentation  on  1  July  1974. 

Categories  of  records  in  the  system: 

Individual  employees  are  identified  in  system  by  social  security 
account  number  recorded  on  input  document.  Employee  Monthly 
Activity  Report,  Card  50.  This  record  contains  unique  number  of 
direct  and  indirect  work  assignments  and  the  number  of  hours  ex¬ 
pended  on  each  during  reporting  month.  This  is  the  only  record  in 
system  directly  associated  with  employee.  However,  individual  data 
can  be  related  to  following  additional  data  stored  in  system:  (i) 
profile  of  contractors  for  which  Agency  has  audit  congnizance;  (ii) 
inventory  of  contracts  which  are  active  and  require  audit  effort 
during  current  fiscal  year;  (iii)  inventory  of  direct  audit  and  indirect 
assignments  with  descriptive  data  to  which  effort  will  be  charaged 
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during  current  fiscal  year  or  to  which  effort  has  been  charged  in 
previous  fiscal  years;  (iv)  audit  determinations  on  assignments  com¬ 
pleted;  and  (v)  information  related  to  disposition  of  completed  audit 
assignments. 

Authority  for  maintenance  of  the  system: 

5  use  301;  10  USC  133;  44  USC  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  Systems  and  Services  Branch,  Headquarters,  DCAA: 
To  produce  statistical  reports  reflecting  Agency-wide  audit  planning, 
programming,  and  performance,  which  are  used  by  Headquarters, 
*DCAA,  management  officials  to  evaluate  and  analyze  audit  oper¬ 
ations. 

Financial  and  Administrative  Services  Divisions,  DCAA  regional 
offices:  To  update  data  files  and  obtain  statistical  reports  reflecting 
region-wide  audit  planning,  programming,  and  performance,  which 
are  used  by  regional  office  management  ofHcials  to  evaluate,  analyze, 
and  control  regional  audit  operations. 

Field  Audit  Offices,  DCAA;  To  submit  update  input  data  and 
obtain  statistical  reports  related  to  planning,  programming,  and  per¬ 
formance  of  audit  assignments  for  the  purpose  of  evaluating,  analyz¬ 
ing,  and  controlling  assignments  of  the  office. 

Ckimputer  Sciences  Corporation;  To  maintain  data  and  computer 
operating  systems  necessary  to  permit  DCAA  personnel  to  process 
data,  maintain  system,  and  produce  required  output  reports.  Comput¬ 
er  Siciences  Corporation  does  not  obtain  outputs  from  system  and 
does  not  directly  access  stored  data. 

Other  routine  uses  could  include  disclosure  to  antoher  DoD  com¬ 
ponent,  Federal  agency,  the  Department  of  Justice,  or  to  law  en¬ 
forcement  or  investigatory  authorities  for  investigation  and  possible 
criminal  prosecution,  civil  court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Input  paper  documents  are  stored  in  file  folders  and/or  file  cabi¬ 
nets;  information  converted  to  automated  form  for  storage  in  system 
is  stored  on  magnetic  tape  and/or  disks;  output  reports  on  computer 
printout  paper  are  stored  in  file  cabinets,  specialized  file  containers, 
or  library  shelving. 

Retrievability: 

Individual  records  are  retrieved  by  social  security  acount  number; 
other  statistical  data  are  retrived  by  unique  organizational  code  as¬ 
signed  to  each  element  of  DCAA  down  to  field  audit  suboffice  level. 

Safeguards: 

Access  to  computerized  data  requires  knowledge  and  use  of  series 
of  systems  identification  codes  and  passwords  which  must  be  entered 
in  proper  sequence  before  access  to  system  is  premitted.  Access  to 
computerized  data  is  restricted  to  system  analysts,  programmers,  and 
management  analysts  assigned  to  Headquarters,  DCAA  and  regional 
offices.  Regional  offices  can  access  only  data  pertaining  to  organiza¬ 
tions  and  individuals  within  their  respective  region. 

Access  to  printed  output  reports  is  controlled  by  systems  analysts 
and  management  analysts  assigned  to  Headquarters,  DCAA  and  re¬ 
gional  offices  who  determine  type  of  report  to  be  distributed  to 
requesting  management  officials. 

Retention  and  disposal: 

Paper  input  documents  and  output  printputs  are  retained  for  refer¬ 
ence  purpose  until  superseded  by  subsequent  reports  -or  until  no 
longer  required  for  data  validation;  normally  held  for  no  longer  than 
two  years  at  which  time  they  are  destroyed. 

Data  ponverted  to  automated  form  and  stored  in  computer  system 
are  maintained  on  magnetic  tape  for  period  of  ten  years  after  which 
data  are  destroyed. 

System  managerfs)  and  address: 

Chief,  Information  Systems  and  Services  Branch,  Headquarters, 
DCAA,  Cameron  Station,  Alexandria,  Virginia  22314. 

Notification  procedure: 

Information  may  be  obtained  form: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  Virginia  22314 
Telephone:  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria,  Virginia  22314. 


Written  requests  for  information  should  contain  the  full  name, 
address,  and  telephone  number  and  the  official  address  of  the  individ¬ 
ual.  Visits  are  limited  to  those  offices  listed  in  the  Department  of 
Defense  directory  in  the  appendix  to  DCAA’s  systems  notice. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  drives’s  license,  employee  identifica¬ 
tion  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
deteminations  may  be  obtained  from  the  Records  Administrator,  De¬ 
fense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  Virginia 
22314. 

Record  source  categories: 

Information  in  system,  other  than  data  directly  related  to  individu¬ 
al  employees,  is  obtained  by  Held  audit  office  supervisors  from  audit 
reports  and  workpapers. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

RDCAA  590.9 

System  name: 

590.9  DCAA  Automated  Personnel  Inventory  System  (APIS) 

System  location: 

Information  System  and  Services  Branch,  Management  Division, 
Headquarters,  E^AA;  Personnel  Division,  Headquarters,  DCAA; 
Personnel  Divisions,  Regional  Offices,  whose  addresses  are  in  De¬ 
partment  of  Defense  directory  in  the  appendix  to  DCAA’s  systems 
notices;  Computer  Sciences  Corporation,  815  Commerce  Drive,  Oak 
Brook,  Illinois  60521,  which  maintains  system  data  under  contract 
with  General  Services  Administration. 

Categories  of  individuals  covered  by  the  system: 

Information  Systems  and  Services  Branch,  Headquarters,  DCAA 
and  Computer  Sciences  Corporation-active  applicants  for  employ¬ 
ment  with  DCAA,  all  current  civilian  employees  of  DCAA,  and 
former  employees  who  were  on  Agency  rolls  any  time  after  system 
implementation  on  I  January  1969. 

Categories  of  records  in  the  system: 

Individual  employees  are  identified  in  the  system  by  social  security 
account  number.  Current  and  historical  records  contain  the  following 
types  of  data:  Data  related  to  positions  employee  has  occupied  in  the 
Agency  such  as  grade,  occupational  series,  title,  organizational  loca¬ 
tion,  salary  and  step,  competitive  area  and  level,  geographical  loca¬ 
tion,  supervisory  designation;  data  related  to  employees  status  and 
tenure  in  the  Federal  civil  service  including  veterans  preference, 
competitive  status,  service  computation  date,  tenure  group;  data  per¬ 
sonal  to  the  employee  such  as  birth  date,  physical  and  mental  handi¬ 
cap  code,  and  minority  group  designation  code;  benefits  data  such  ,9s 
enrollment  in  Federal  employee  life  and  health  insurance  and  retire¬ 
ment  programs;  education  and  training  data  such  as  educational  level, 
training  accomplishment  and  requirements;  career  management  data 
such  as  assessments  of  employee  potential  for  advancement  and  eval¬ 
uations  of  past  performance;  awards  and  recognition  data  such  as 
performance  and  suggestion  awards  received;  and  professional  quali¬ 
fications  data  including  certification  as  a  Certified  Public  Accountant 
or  membership  in  recognized  professional  societies. 

Authority  for  maintenance  of  the  system: 

5  USC  301;  10  USC  133;  44  USC  2901,  et.  seq. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  collected,  stored,  and  retrieved  by  Headquarters, 
DCAA,  and  DCAA  Regional  Offices  to  meet  personnel  and  man¬ 
power  management  information  requirements  in  support  of  program 
operations,  evaluation  and  analysis  activities,  and  for  satisfying  exter¬ 
nal  and  internal  reporting  requirements.  Data  is  used  by  the  Director, 
DCAA  and  those  officials  to  whom  authority  has  been  delegated  to 
direct,  manage,  and  operate  the  Agency.  Designated  automated  data 
processing  vendors  with  whom  the  Agency  may  contract  are  author¬ 
ized  to  maintain  and  enhance  data  and  computer  operating  systems 
necessary  for  DCAA  personnel  to  process  data,  maintain  and  en¬ 
hance  the  system,  and  produce  required  outputs.  Vendors  neither 
obtain  output  from  the  system  nor  access  stored  data  for  other  than 
validated,  approved  test  procedures.  Other  routine  uses  could  include 
disclosure  to  another  DoD  component,  the  United  States  Civil  Serv¬ 
ice  Commission,  the  Department  of  Justice  or  to  law  enforcement  or 
investigative  authorities  for  investigation  and  possible  criminal  pros¬ 
ecution,  civil  court  uses,  and  regulatory  policy.  - 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 
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Storage: 

Input  paper  documents  are  stored  in  Tile  folders  and/or  file  cabi¬ 
nets.  Information  converted  to  automated  form  for  storage  in  system 
is  stored  on  magnetic  tape  and/or  disks.  Output  reports  on  computer 
printout  paper  are  stored  in  file  cabinets,  specialized  file  containers, 
or  library  shelving.  Individual  employee  output  reports  are  filed  in 
folders  retained  with  official  personnel  records  and/or  career  files. 

RetricTability: 

Records  and/or  reports  pertaining  to  an  individual  employee  or 
applicant  are  retrieved  by  social  security  account  number  or  random 
access. 

Safeguards: 

Access  to  computerized  data  requires  knowledge  and  use  of  series 
of  system  identification  code  and  passwords  which  must  be  entered 
in  proper  sequence  to  gain  access  to  data  in  system.  Access  to 
computerized  data  is  restricted  to  systems  analysts  and  programmers 
assigned  to  Headquarters,  DCAA.  Regional  personnel  do  not  have 
access  to  automated  data  base  and  can  access  system  only  for  the 
purpose  of  obtaining  output  reports  previously  formatted  by  Head¬ 
quarters.  DCAA,  personnel. 

Output  reports  are  retained  in  personnel  offices  or  other  authorized 
Headquarters,  regional,  or  field  audit  offices.  Access  to  reports  is 
controlled  by  assigned  personnel  during  duty  hours.  After  duty 
hours,  reports  are  retained  in  locked  offices  or  in  buildings  controlled 
by  security  personnel  or  alarm  systems. 

Retention  and  disposal:  v 

Records  in  the  data  base  are  permanent;  however,  paper  input 
documents  and  output  printouts  are  retained  for  reference  purposes 
only  until  superseded  or  no  longer  required  for  data  validation. 

System  managerts)  and  address: 

Chief,  Information  System  and  Services  Branch,  Headquarters, 
DCAA,  Cameron  Station,  Alexandria,  VA  22314. 

Notification  procedure: 

Information  may  be  obtained  from: 

Records  Administrator 
Defense  Contract  Audit  Agency 
Cameron  Station,  Bldg.  4,  Room  4A320 
Alexandria,  VA  22314 
Telephone;  Area  Code  202/274-7285 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Records  Admin¬ 
istrator,  Defense  Contract  Audit  Agency,  Cameron  Station,  Alexan¬ 
dria.  VA  22314. 

Written  requests  for  information  should  contain  the  full  name, 
address,  and  telephone  number  and  the  official  address  of  the  individ¬ 
ual.  Visits  are  limited  to  the  Information  Systems  and  Services 
Branch,  HQ,  DCAA,  Cameron  Station,  Bldg.  4,  Room  4B363,  Alex¬ 
andria,  VA  22314. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license  or  employee  identifi¬ 
cation  card. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Records  Administrator, 
Defense  Contract  Audit  Agency,  Cameron  Station,  Alexandria,  VA 
22314. 

Record  source  categories: 

Basic  personnel  and  position  information  is  obtained  from  docu¬ 
ments  prepared  by  personnel  offices  in  accordance  with  regulations 
prescribed  by  U.S.  Civil  Service  Commission. 

Assessment  of  employee's  potential  and  evaluation  of  performance 
are  obtained  from  documents  completed  by  employee's  supervisors. 

Training  data  are  obtained  from  employee's  supervisors.  Agency 
training  facilities,  and  documents  prepared  by  employee's  personnel 
office. 

All  other  information  is  obtained  from  questionnaires  or  other 
documents  completed  by  employee. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

DEFENSE  CONTRACT  AUDIT  AGENCY 


OFFICES 

(Alphabetically  by  State  and  City) 

California 

DCAA  LOS  ANGELES  REGIONAL  OFFICE 
2500  Wilshire  Blvd  Suit  1270 
Los  Angeles  CA  90057 

DCAA  SAN  FRANCISCO  REGIONAL  OFFICE 
450  Golden  Ave 
Box  36116 

San  Francisco  CA  94102 

C^rgia 

DCAA  ATLANTA  REGIONAL  OFFICE 
805  Walker  St 
PO  Box  1498 
Marietta  GA  30061 

Illinois 

DCAA  CHICAGO  REGIONAL  OFFICE 
527  LaSalle  St  Rm  652 
Chicago  IL  60605 

Massachusetts 

DCAA  BOSTON  REGIONAL  OFHCE 
424  Trapelo  Rd 
Waltham  MA  02154 

Pennsylvania 

DCAA  PHILADELPHIA  REGIONAL  OFFICE 
1421  Cherry  St 
Philadelphia  PA  19102 

Tennessee 

DEFENSE  CONTRACT  AUDIT  INSTITUTE 
Admin  Bldg  3rd  PH  Defense  Depot 
Memphis  38114 

Vn^nia 

DCAA  HEADQUARTERS 
Cameron  Station  Rm  4A320 
Alexandria  VA  22314 

BILLING  CODE  MIO-TO-F 


DEFENSE  LOGISTICS  AGENCY 


HOW  SYSTEMS  OF  RECORDS  ARE  ARRANGED.  Defense 
Logistics  Agency  records  are  arranged  by  major  functional  catego¬ 
ries.  Systems  of  records  notices  are  group^  similarly.  For  example,  a 
system  of  records  on  personnel  security  clearances  may  be  found  in 
the  153  series  and  about  military  personnel  in  the  322  series.  These 
numbers  are  part  of  the  system  identification  which  precedes  the 
notices  in  the  Federal  Register  and  look  like  this:  S322  01  DLA-K. 
The  letter  S  means  Defense  Logistics  Agency.  The  first  digit  repre¬ 
sents  the  primary  functional  area,  the  next  two  digits  represents  the 
sub-functional  category  of  the  primary  functional  area  and  the  last 
two  digits  represents  the  numerica]  listing  within  that  category.  The 
suffix  letters  are  internal  management  accounting  devices, 

HOW  TO  USE  THE  INDEX  GUIDE.  As  an  aid  in  locating  a 
particular  system  of  records,  first  determine  the  numerical  series  by 
functional  area  as  listed  below.  This  list  identifies  each  series  in  the 
order  in  which  it  appears  in  this  issuance.  Having  done  so,  use  the 
series  number  to  locate  the  systems  of  records  in  which  you  are 
interested. 

SYSTEM 

IDENTIFICA'nON 

SUBJECT  SERIES  SERIES 

Administration . . . .  100 

Planning  and  Management . . .  200 

Personnel . - . . .  300 


74720 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


SYSTEM 

IDENTIFICATION 

SUBJECT  SERIES 

SERIES 

Finance . 

.  400 

Transportation . . 

.  600 

Procurement . 

.  800 

REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 


be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private*  relief  legislation  as  set  forth  in  OMB 
Circular  A- 19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  OfTice  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 


Slll.llDCRA-AA 

System  name: 

Atlanta  Personnel  Data  Bank  System. 

System  location: 

Primary  System  -  Office  of  Civilian  Personnel,  Employment  and 
Management  Assistance  Division  (DCRA-EE),  Defense  Contract 
Adminstration  Services  Region  (DCASR)  Atlanta.  Decentralized 
Systems  -  Birmingham  District  Civilian  Personnel  Office  and  Orlan¬ 
do  District  Civilian  Personnel  Office. 

Categories  of  individuals  covered  by  the  system: 

Civilian  Personnel  currently  employed  by  the  DCASR  Atlanta. 

Categories  of  records  in  the  system: 

Data  on  current  position  occupied  by  employee,  data  on  employ¬ 
ee’s  current  employment  status  with  DLA,  training  data,  and  selected 
personal  data,  including:  social  security  account  number  (SSAN), 
name,  sex,  date  of  birth,  age,  physical  handicap.  Government  insur¬ 
ance,  veteran’s  preference,  military  reserve  status,  retired  military 
status,  education,  and  whether  individual  passed  the  Federal  Service 
Entrance  Examination  or  Professional  and  Administrative  Career  Ex¬ 
amination. 
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Authority  for  maintenance  of  the  system: 

5  U.  S.  C.,Sec.  301,  302,  E.0. 10561. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is*  used  as  follows:  Personnel  Alert  Register  -  As 
suspense  list  for  Performance  Appraisals,  Step  Increases,  Career 
Status,  Save  Pay,  and  Leave  Category  Change.  Accepted/Rejected 
Transaction  List  -  Used  to  check  and  make  correction  to  the  monthly 
input  to  the  data  system.  Retention  Register  -  Maintained  on  current 
basis  reflecting  each  competitive  level  affected  by  a  reduction-in- 
force.  Rotation  Schedule  -  Maintains  current  status  of  employees 
occupying  positions  which  require  continuous  contact  with  contrac¬ 
tors.  Notification  of  Pay  Change  -  Standard  Form  (SF)  1126  used  for 
processing  pay  changes.  A  copy  of  the  SF  1126  is  sent  to  the  Payroll 
Office  for  use  in  processing  the  pay  change.  Input  Cards  for  Head¬ 
quarters  Defense  Logistics  Agency  (DLA)  Automated  Civilian  Per¬ 
sonnel  Data  Bank  System  -  Us^  to  transmit  data  input  to  the 
Headquarters  DLA  Automated  Civilian  Personnel  Data  Bank 
System,  which  system  uses  the  data  to  prepare  reports  required  by 
the  Executive,  Legislative  and  Judicial  Branches  of  the  government, 
and  to  provide  information  to  officals  of  the  Defense  Logistics 
Agency  for  effective  personnel  administration.  All  segments  of  the 
system,  except  as  noted  above,  are  used  in  the  Office  of  Civilian 
Personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  paper  printouts  filed  in  binders  and  stored  in  file  cabinet 
except  for  Notification  of  Pay  Changes,  distributed  as  required  and 
Input  Cards  and  magnetic  tape  which  are  stored  in  the  Computer 
Room  at  DCASR  Atlanta. 

Retrievability: 

Filed  by  title  of  System  Component  and/or  alphabetically  by  last 
name  of  employee.  Records  on  magnetic  tape  retrieved  by  SSAN. 

Safeguards: 

Magnetic  tapes  are  maintained  in  a  tape  library  which  are  accessi¬ 
ble  only  to  authorized  personnel.  Computer  personnel  who  process 
the  reports  are  appropriately  cleared. 

Paper  records  are  maintained  in  files  in  the  Civilian  Personnel 
Office  in  areas  accessible  only  to  Civilian  Personnel  Office  employ¬ 
ees.  During  non-duty  hours,  the  Civilian  Personnel  Office  is  locked. 

Retention  and  disposal: 

Records  are  maintained  for  three  months  after  which  they  are 
destroyed  (updated  reports  are  furnished  monthly)  except  as  follows: 
Notification  of  Pay  Changes  become  a  permanent  record  in  the 
Official  Personnel  Folder  and  Retention  Register  is  destroyed  after 
two  years  unless  an  appeal  is  pending. 

System  manageKs)  and  address: 

Civilian  Personnel  Officer,  DCASR  Atlanta. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Employee  need  only  to  supply  full  name  and 
organization. 

Record  access  procedures: 

Written  or  personal  requests  are  to  be  directed  to  the  Office  of 
Civilian  Personnel,  DCASR  Atlanta.  Requesting  individual  should  be 
able  to  certify  to  his/her  identity.  Official  mailing  address  is  con¬ 
tained  in  the  Department  of  Defense  Directory  in  the  appendix  to  the 
DLA  systems  notice. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Official  Personnel  Folder  and  other  personnel  documents,  activity 
supervisors,  applications  and  forms  completed  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

Slll.llDCRT-E 

System  name: 

111.11  Defense  Contract  Administration  Services  Region 
(DCASR)  Dallas  Personnel  Data  Bank 

System  location: 

Office  of  Systems  and  Financial  Management  (DCRT-F),  DCASR 
Dallas. 


Categories  of  individuals  covered  by  the  system: 

All  current  civilian  employees  of  DCASR  Dallas.  Records  are  also 
maintained  on  individuals  who  have  left  the  employment  of  DCASR 
Dallas  but  are  deleted  in  no  more  than  12  months  from  the  time  the 
individual  leaves. 

Categories  of  records  in  the  system: 

The  system  contains  the  following  information  on  each  individual: 
Social  Security  number;  nature  of  action  taken;  effective  date  of 
action;  name;  sex;  date  of  birth;  veterans’  preference;  tenure  group, 
service  computation  date;  physical  handicap  code;  group  life  insur¬ 
ance  coverage  information;  retirement  system  coverage;  reserve 
status;  education;  eligibility  for  health  benefits;  information  on  wheth¬ 
er  the  individual  has  passed  the  Federal  Service  Entrance  Examina¬ 
tion;  type  of  appointment;  organizational  functional  code;  quit  code; 
employing  activity  code;  whether  the  individual  is  retired  military; 
title,  pay  plan,  series,  grade,  step  of  current  position;  a  code  identify¬ 
ing  whether  the  individual  is  a  supervisor;  organizational  code;  work 
schedule;  salary;  location  code;  pay  rate  determinent;  academic  disci¬ 
pline,  educational  level,  and  year  degree  attained;  submitting  office 
number;  for  ex-military,  information  on  the  service,  the  component, 
and  the  military  pay  grade;  a  code  as  to  whether  the  individual  is  a 
manager  or  not;  for  retired  military  only-date  of  retirement  from  the 
military;  position  number;  due  date  for  next  within  grade  increase; 
competitive  level  and  competitive  area  for  reduction-  in-force  pur¬ 
poses;  information  as  to  whether  veterans’  preference  is  applicable 
for  reduction-in-force;  date  of  last  Outstanding  Performance  Rating; 
dates  of  last  position  change  and  last  promotion;  information  on 
mandatory  career  courses  and  other  training  received;  and  informa¬ 
tion  on  performance  awards  and  other  recognition  received. 

Authority  for  maintenance  of  the  system: 

5U.S.C.,  Sec.  301,  302,  2951,  2952,  2954,  E.O.  10561.  Provides  the 
Management  Information  System  required  of  Federal  agencies  in 
Federal  Personnel  Manual  (FPM)  Chapter  250,  Subchapter  1-4.  Pro¬ 
vides  a  means  of  automating  the  production  of  pay  change  notifica¬ 
tions  and  reduction-in-force  information  required  by  FPM  Chapter 
293 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  in  the  system  is  collected  to  provide  recurring  and 
one-time  reports  to  DCASR  management  to  use  for  manpower  plan¬ 
ning  purposes  and  for  such  related  purposes  as  Upward  Mobility  and 
Equal  Employment  Opportunity.  The  system  is  also  used  to  provide 
information  to  the  individual  on  certain  records  maintained  on  him/ 
her  in  the  system.  The  users  of  the  system  are  limited  to  current 
DCASR  employees;  DCASR  operating  management;  and  Defense 
Logistics  Agency  (DLA)  management.  Employees  use  the  informa¬ 
tion  in  the  system  to  determine  current  benefits  accruing  to  them 
from  Federal  employment  and  similar  purposes.  Operating  manage¬ 
ment  uses  the  system  to  track  the  performance  of  personnel  programs 
and  to  do  effective  manpower  planning.  The  Civilian  Personnel 
Office  uses  the  system  to  obtain  in  an  automated  form  reports  or 
other  documents  already  provided  in  a  manual  form. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  in  the  storage  are  maintained  on  magnetic  discs  and/or 
magnetic  tape.  Printouts  are  stored  in  file  drawers. 

Retrievability: 

Records  may  be  retrieved  from  the  system  by  matching  any  ele¬ 
ments  of  data  in  any  record.  Normally  records  are  retrieved  by 
name,  social  security  number,  organizational  code,  position  identifi¬ 
ers. 

Safeguards: 

The  system  can  be  accessed  only  by  programs  prepared  by  the 
Office  of  Systems  and  Financial  Management  and  access  to  the 
computer  room  is  tightly  controlled.  Printouts  are  stored  in  locked 
file  drawers  in  the  Office  of  Civilian  Personnel. 

Retention  and  disposal: 

Tapes  used  to  create  the  current  tape  are  erased  after  90  days. 
Printouts  are  destroyed  when  superseded  by  an  updated  printout. 

System  manager(s)  and  address: 

Civilian  Personnel  Officer,  DCASR  Dallas. 

Notification  procedure: 

Individuals  can  determine  whether  the  system  contains  records 
pertaining  to  them  by  contacting  the  SYSMANAGER.  Official  mail¬ 
ing  address  is  contained  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  DLA  systems  notice.  Current  employees  of  the 
DCASR  should  furnish  full  name  and  social  security  numt^r.  Former 
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employees  of  the  DC  A  SR  should  furnish  full  name,  social  security 
number  and  title,  series  and  grade  of  the  last  position  held  at  the 

[x:asr. 

For  personal  visits,  current  employees  of  the  DCASR  need  only 
identify  themselves  verbally;  former  DCASR  employees  need  to 
present  some  form  of  appropriate  identification  such  as  a  valid  driv¬ 
er’s  license. 

Record  access  procedures: 

Individuals  may  be  notified  how  to  gain  access  to  any  record  by 
contacting  the  SYSMANAGER.  ^ 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtauied  from  the 
SYSMANAGER. 

Record  source  categories: 

All  information  in  the  system  is  taken  from  documents  which  are 
filed  in  the  employee’s  official  personnel  folder. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

Slll.llDDTC-R 

System  name: 

111.11  Civilian  Personnel  Data  Bank 

System  locatioo: 

Office  of  Civilian  Personnel,  Defense  Depot  Tracy 

Categories  of  individuals  covered  by  the  system: 

All  civilian  employees  currently  serviced  by  Defense  Depot  Tracy 
Civilian  Personnel  Oflice. 

Categories  of  records  in  the  system: 

Data  on  current  position  occupied  by  employee;  data  on  employ¬ 
ee’s  current  employment  status  with  DLA,  training  data,  and  select^ 
personal  data,  mcluding:  social  security  account  number,  name,  sex, 
date  of  birth,  physical  handicap.  Government  insurance,  veteran’s 
preference,  milit^  reserve  status,  retired  military  status  education, 
and  whether  individual  passed  the  Federal  Service  Entrance  Exami¬ 
nation  or  Professional  and  Administrative  Career  Examination. 

Authority  for  maintenance  of  the  system: 

5  U.S.C..  Sec.  301,  302,  E.O.  10561,  and  E.O.  9397. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  in  support  of  the  Civilian  Personnel 
System  in  accordance  with  the  Federal  Personnel  Manual.  Informa¬ 
tion  is  used  by  Civilian  Personnel  Office  staff  and  employees’  super¬ 
visors  as  a  locator  file  of  all  employees,  to  insure  personnel  actions 
are  taken  on  timely  and  accurate  basis,  to  prepare  one-time  statistical 
reports  as  required,  to  establish. seniority  rosters  to  identify  employ¬ 
ees  for  changes  to  prime  shifts,  to  establish  retention  registers  for 
reduction-in-force  and  position  vacancies. 

Polieies  and  practiees  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  paper  printouts,  magnetic  tape. 

Retrievability: 

Information  identifiable  to  an  individual  is  accessed  by  social  secu¬ 
rity  account  number  (SSAN). 

Safeguards: 

Magnetic  tapes  are  kept  in  the  computer  room  which  is  itself  a 
security  container  with  locked  door  and  access  limited  to  persons 
appropriately  cleared  and  identified.  Tapes  are  stored  in  a  tape  li¬ 
brary  when  not  used  in  processing.  Computer  personnel  who  process 
these  reports  are  appropriately  cleared.  Printouts  are  kept  in  locked 
storage  cabinets. 

Retention  and  disposal: 

Computer  listings  destroyed  by  burning  or  shredding  when  super¬ 
seded  or  after  one  month,  whichever  is  sooner. 

System  manageris)  and  address: 

Civilian  Personnel  Officer,  Defense  Depot  Tracy. 

,  Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
SYSMANAGER.  Official  mailing  address  is  contained  in  the  Depart¬ 
ment  of  Defense  directory  in  the  appendix  to  the  Defense  Logistics 
Agency  systems  notice. 

Record  access  procedures: 

Requests  should  be  addressed  to  the  SYSMANAGER.  and  must 
contain  full  name  and  SSAN.  Written  requests  must  contain  a  return 


address.  For  personal  visits,  the  individual  should  be  able  to  provide 
some  acceptable  identification,  such  as  employing  office  identification 
card. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Civilian  Personnel  Office  staff,  official  personnel  folder. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

Slll.llDESC-KER 

System  name: 

Civilian  Personnel  and  Manpower  Control  System 

System  location: 

Office  of  Civilian  Personnel,  Records  Group  (DESC-KER), 
DESC. 

Categories  of  individnais  covered  by  the  system: 

All  civilian  personnel  employed  at  Defense  Electronics  Supply 
Center  (DESC)  under  authorities  of  the  Civil  Service  Commission. 

Categories  of  records  in  the  system: 

Information  relative  to  employees  and  positions  to  which  assigned. 
Included  in  the  system  are  employee  and  position  data  such  as:  birth 
date;  social  security  number;  sex;  name;  citizenship;  veteran’s  prefer¬ 
ence;  tenure  group;  service  computation  date;  handicap  codes;  federal 
employee  group  life  insurance  membership;  whether  covered  by  civil 
service  retirement  or  social  security  act;  nature  and  effective  date  of 
last  personnel  action;  position  title  sequence  number,  position  title, 
position  number,  primary  skill,  reverse  code  for  grade,  civil  service 
classification  series,  present  step  of  grade,  effective  date  of  last  equiv¬ 
alent  increase,  next  step  due  of  gr^e,  and  date  for  next  salary  step 
increase;  number  of  qi^ity  increases  received  and  effective  diate  of 
last  quality  increase;  present  salary,  if  employee  holds  an  irregular 
salary  (saved  rate,  special  rate,  saved  pay);  organizational  symbol; 
operative  location  numbers;  competitive  level;  tenure  sub  group;  re¬ 
tired  military;  highest  grhde  previously  held;  performance  rating; 
date  of  last  grade  change;  education  level,  degree  and  major  and 
minor  area  of  study;  titles  of  years  of  service  award  due  and  due 
date;  federal  employee  health  benefits  carrier  and  enrollment  code; 
promotion  eligibility  code. 

Authority  for  maintenance  of  the  system: 

EG  10561,  and  EG  9397. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  snefa  uses: 

Information  is  maintained  to  provide  current  data  in  the  functional 
areas  of  high  grade  control;  projected  service  award  presentations; 
employment  by  occupation,  grade,  and  organization;  manpower  skill 
utilization;  health  benefit  status;  retirement,  eligibility;  skills  listings; 
organization  manning  documents;  and  for  preparation  of  statistical 
reports  required  by  higher  authority. 

Information  is  used  by:  Security  Gffice  (DESC-WS)  as  a  ready 
reference  of  employees  and  unit  of  assignment.  Mail  and  Distribution 
Branch  (DESC-WAM)  as  a  ready  reference  of  employees  and  unit  of 
assignment.  Gffice  of  Planning  and  Management  (DESC-L)  for  high 
grade  control,  position  contr^,  skills  listings,  organizational  staffing, 
and  identification  of  employees  and  unit  of  assignment.  Gffice  of 
Civilian  Personnel  (DESC-K)  to  identify  employees  by  name  and 
social  security  number;  reduction-in-force  actions;  handicap  place¬ 
ments;  processing  personnel  actions;  counseling  employees;  employee 
career  management  program;  high  grade  control;  notification  of  su¬ 
pervisors  of  due  dates  for  service  awards  and  step  increases;  ready 
reference  of  employees  enrolled  in  Health  Benefit  or  Life  Insurance 
programs;  ready  reference  for  number  of  years  of  service  toward 
retirement,  position  title  and  grade,  classification  series,  organization 
of  assignment,  current  salary,  competitive  level,  education  level  and 
area  of  study,  and  other  elements  of  data  in  the  file.  Data  used  to 
prepare  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  is  stored  on  computer  magnetic  tapes  and  computer  paper 
printouts,  and  microfiche. 

Retrievability: 

Information  can  be  accessed  and  retrieved  by  social  security  ac¬ 
count  number  only. 

Safeguards: 
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Records  are  maintained  in  such  a  manner  that  make  them  available 
only  to  DESC  authorized  personnel. 

Retention  and  disposal: 

Data  on  individual  employees  is  automatically  deleted  from  the 
entire  system  when  individual  separates  from  DESC.  Paper  printouts 
and  coding  sheets  are  retained  for  a  maximum  of  six  months,  or  when 
superseded,  and  then  destroyed. 

System  managers)  and  address: 

Director,  Civilian  Personnel  Office,  (DESC-K)  Defense  Electron¬ 
ics  Supply  Center  (DESC). 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  name,  social  security 
number,  and  periods(s)  of  employment  at  DESC.  For  personal  visits, 
the  individual  should  provide  some  acceptable  identification. 

Record  access  procedures: 

Individuals  should  contact  the  SYSMANAGER. 

Official  mailing  addresses  are  in  the  Department  of  Defense  Direc¬ 
tory  in  the  appendix  to  the  DLA  system  of  records  notice. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Information  from  system  is  extracted  from  documents  located  in 
Official  Personnel  Folder. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

Slll.llDLA-K 

System  name: 

1 1 1.1 1  Rotation  of  Employees  From  Foreign  Areas  and  the  Canal 
Zone 

System  location: 

Staffing  and  Employee  Relations  Division,  Staff  Director,  Civilian 
Personnel,  Headquarters  Defense  Logistics  Agency  (HQ  DLA),  Ca¬ 
meron  Station,  Alexandria,  VA.  22314 

Categories  of  individuals  covered  by  the  system: 

Employees  or  former  employees  of  DLA  who  have  requested 
extension  of  tour  of  duty  in  Canal  Zone  and  foreign  areas  ^yond 
five  years,  or  for  whom  management  has  made  such  a  request. 

Categories  of  records  in  the  system: 

Files  include  requests  for  extension  of  duty  in  Canal  Zone  and 
foreign  areas,  request  letters,  statements  as  to  need  or  justification 
and,  when  management  initiates  request,  statement  of  employee’s 
consent.  Statement  of  approval  or  disapproval  by  the  Staff  Director, 
Civilian  Personnel,  HQ  DLA,  or  his  Deputy  and  comments  by  the 
staff  elements  as  appropriate. 

Authority  for  maintenance  of  the  system: 

lOUSC  Sec.  1586;  Department  of  Defense  Instruction  1404.8. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  in  determining  whether  extension  of  employ¬ 
ee’s  overseas  tour  of  duty  beyond  five  years  should  be  approved  or 
disapproved.  Information  is  used  by  HQ  DLA  Office  of  Civilian 
Personnel  and  management  officials  concerned  with  the  extension. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  employee’s  last  name. 

Safeguards: 

Records  are  maintained  in  locked  filing  cabinets  in  areas  accessible 
only  to  Agency  personnel. 

Retention  and  disposal: 

Records  are  retained  in  active  file  until  end  of  calendar  year  and 
held  one  to  three  additional  years  in  inactive  file  and  subsequently 
destroyed. 

System  managerts)  and  address: 

Staff  Director,  Civilian  Personnel,  Headquarters  Defense  Logistics 
Agency,  Cameron  Station,  Alexandria,  VA.  22314 

Notification  procedure: 


Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name. 

Record  access  procedures: 

Official  mailing  address  is  in  Department  of  Defense  Directory  in 
the  appendix  to  the  Defense  Logistics  Agency  systems  notice.  Writ¬ 
ten  requests  for  information  should  be  s^dressed  to  the  SYSMAN¬ 
AGER  and  contain  the  full  name,  current  address  and  telephone 
numbers  of  the  individual.  For  personal  visits,  the  individual  should 
be  able  to  provide  some  acceptable  identification,  that  is,  driver’s 
license  or  employing  office  identification  card,  and  give  some  verbal 
information  which  could  be  verified  with  his  records. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee’s  supervisors,  civilian  personnel  offices  and  government 
officials  or  other  parties  having  an  interest  in  the  employee’s  assign¬ 
ment. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

Slll.llDLA-KP 

System  name: 

111.11  Bye-Bye  Retirement  System 

System  location: 

System  may  exist  at  Decentrilized  DLA  Primary  Level  Field  Ac¬ 
tivities 

Categories  of  individuals  covered  by  the  system: 

System  may  contain  information  about  Civilian  Personnel  of  DLA 
Primary  Level  Field  Activities  (PLFAs)  who  are  eligible  for  retire¬ 
ment. 

Categories  of  records  in  the  system: 

Printout  statement  indicating  estimated  retirement  annuity  for  em¬ 
ployee.  Information  includes  name  of  employee,  service  computation 
date,  birth  date,  current  salary  and  date  began  and  accumulated  sick 
leave  hours. 

Authority  for  maintenance  of  the  system: 

5  U.S.Code,  Sec  8331-8348,  Civil  Service  Retirement. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  for  the  purpose  of  supplying  employees 
who  are  eligible  for  retirement  with  decision  information.  Informa¬ 
tion  is  used  by  the  Civilian  Personnel  Office  to  counsel  employees 
who  are  eligible  to  retire.  Information  is  used  by  computer  program¬ 
mers  for  programming  and  reprogramming  purposes.  , 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Individual  paper  printout  are  stored  in  corresponding  employee’s 
Official  Personnel  Folder.  Information  may  also  be  maintained  in  a 
Mark  III  remote  time-sharing  computer  system. 

Retrievability: 

Filed  by  alphabetical  order  within  individual  PLFA  files.  PLFA 
listings  filed  in  single  computer  file  and  retrieved  by  file  name. 

Safeguards: 

Records  are  maintained  in  locked  file  area  and  in  locked  computer 
terminal  room.  System  access  codes  are  restricted  to  Agency  officials 
with  a  need  for  the  information. 

Retention  and  disposal: 

Records  are  destroyed  after  retirement  of  employee. 

System  managerts)  and  address: 

PLFA  Civilian  Personnel  Officers.  Official  mailing  addresses  are  in 
the  DLA  appendix  to  the  DoD  systems  of  records  notices. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Employee  need  only  supply  full  name  and 
organization  location. 

Record  access  procedures: 

Employee  may  visit  the  Personnel  Office  and  review  his  Official 
Personnel  Folder.  Employee  should  be  able  to  certify  to  his  identity. 

Contesting  record  procedures: 
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The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Information  furnished  by  the  Office  of  Gvilian  Personnel  and 
extracted  from  the  employee’s  Official  Personnel  Folder.  Accumulat¬ 
ed  sick  leave  hours  are  obtained  from  the  payroll  ofHce. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

Slll.llOLA-KS 

System  name: 

111.11  Official  Records  for  Host  Enrollee  Programs 

System  location: 

Geographically  and  organizationally  decentralized  to  the  Defense 
Logistics  Agency  (DLA)  primary  level  field  activities  (PLFA)  which 
act  as  hosts  for  individuals  sponsored  by  local,  state  and  federal 
agencies  who  seek  work  experience  and  training  with  DLA  activities 
with  or  without  DLA  participation  relative  to  compensation  and 
reimbursement. 

Categories  of  individuals  covered  by  the  system; 

All  applicants  and  selectees  of  Host  Enrollee  Programs. 

Categories  of  records  in  the  system: 

Various  forms  and  records  pertaining  to  the  selection  and  other 
administrative  information  originating  during  the  tenure  and  after  the 
separation  of  the  selected  individuals  in  the  Host  Enrollee  Program 
of  the  DLA  PLFA.  Normally  such  records  as  time  and  attend^ce, 
training  records,  periodic  evduations,  data  on  enrollee  designee  for 
emergency  contact,  work  site  location  of  enrollee,  ofHcial  address, 
telephone  number,  etc.,  are  maintained. 

Authority  for  maintenance  of  the  system: 

Rehabilitation  Act  of  1973,  Emergency  Jobs  and  Unemployment 
Assistance  Act  of  1974  (P.  L.  93-567),  Comprehensive  Employment 
and  Training  Act  (CETA)  (P.  L.  93-203). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

This  information  is  collected  and  maintained  to  assist  personnel  and 
management  officials  to  administer  a  uniform  program  of  work  and 
training  experience  to  enrollees  and  to  make  a  proper  evaluation  of 
the  enrollees  and  the  respective  Host  Enrollee  ^ogram.  The  use  of 
the  records  are  restricted  to  official  personnel  for  administrative 
purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  storage. 

Retrievability: 

Filed  alphabetically  by  employee  name  under  particular  type  of 
Host  Enrollee  Program. 

Safeguards: 

Maintained  in  locked  filing  cabinets.  Direct  access  to  the  files  is 
limited  to  civilian  personnel  office  employees  and  to  supervisors  and 
others  who  are  idmtified  as  having  a  qiecific  and  legitimate  need. 

Retention  and  disposal: 

Records  are  maintained  for  the  duration  of  the  enrollee’s  program 
assignment  They  are  held  for  two  years  after  separation  from  the 
program  and  then  destroyed. 

'  System  manageris)  and  address: 

Civilian  Personnel  Officers  (CPOs)  of  DLA  Primary  Level  Field 
Activities. 

Notification  procedure: 

Requests  for  information  from  former  enrollee  about  himself  or 
herself  should  be  forwarded  to  the  SYSMANAGER  at  the  PLFA 
where  the  enrollment  occurred.  Individuals  currently  enrolled  in  the 
Host  Enrollee  Program  may  obtain  information  direct  from  the  SYS¬ 
MANAGER. 

Record  access  procedures: 

Enrollees  should  contact  the  designated  SYSMANAGER.  Written 
requests  should  include  requestor’s  full  name,  job  title  and  name  of 
program  enrolled  or  formeriy  enrolled  and  job  title  held.  For  person¬ 
al  visits  employees  should  be  able  to  provide  some  acceptable  identi¬ 
fication. 

Contesting  record  procedures: 

The  SYSMANAGER  will  provide  the  agency’s  and/or  activity’s 
rules  for  contesting  contents  of  records  and  appeal  rights. 


Record  source  categories: 

Information  contained  in  records  of  enrollees  is  obtained  from 
employee,  program  sponsor,  educational  institutions,  supervisors  and 
others  who  contribute  to  the  work  and  training  experience  of  the 
enrollee  while  registered  in  the  respective  Host  Enrollee  Program  of 
the  activity. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

Slll.llDLA-XA 

System  name: 

111.11  Personnel  Roster/Locator  Files 

System  location: 

Headquarters  Defense  Logistics  Agency  (DLA)  and  all  field  activ¬ 
ities  where  maintained. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  and  military  personnel  for  the  DLA  activity 
where  records  are  maintained. 

Categories  of  records  in  the  system: 

The  system  may  contain  name,  organizational  assignment,  office 
and  home  telephone  number,  home  address,  grade/rank,  military 
branch  of  service  and  date  of  rank,  position  title,  job  series,  and 
spouse's  name. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.,  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

To  notify  DLA  personnel  of  the  arrival  of  visitors,  to  plan  social 
functions,  to  recall  personnel  to  duty  station  when  required,  for  use 
in  emergency  notification,  and  to  perform  relevant  functions/require¬ 
ments/actions  consistant  with  managerial  functions. 

Policies  and  practices  for  storing,  retrfeving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  card  files  and  some  on  magnetic  tape 
or  disk. 

Retrievability: 

Alphabetically  by  name,  by  organization,  or  grade/rank. 

Safeguards: 

Records  are  accessible  only  to  authorized  DLA  personnel. 

Retention  and  disposal: 

Records  are  destroyed  upon  termination/departure  of  DLA  per¬ 
sonnel  or  upon  preparation  of  new  locator  cards/rosters. 

System  managerfs)  and  address: 

Heads  of  HQ  DLA  principal  staff  elements  and  Heads  of  DLA 
field  activities  which  maintain  locator/roster  files. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name,  name  of 
DLA  activity  and  specific  office  at  which  employed. 

Record  access  procedures: 

Official  mailing  address  of  SYSMANAGER  are  in  the  DoD  Di- 
recto^  in  the  appendix  to  the  DLA  system  notice.  Request  should 
contain  full  name,  current  address  and  telephone  number  of  the 
individual.  For  personal  visits,  the  individual  should  be  able  to  pro¬ 
vide  some  acceptable  identification;  that  is,  drivers  license,  or  DLA 
identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories: 

Individual,  upon  assignment  to  DLA,  and  when  changes  occur. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S120.05DLA-K 

System  name: 

120.05  Schedule  and  Record  of  Overtime  Assignment  and  Request 

System  location: 

First  line  supervisor  or  other  supervisory  levels  in  each  organiza¬ 
tional  unit  where  a  formalized  overtime  record  is  maintained.  The 
record  is  not  maintained  by  ail  supervisors  but  only  by  those  who 
need  such  a  record  or  where  such  a  record  is  required  by  negotiated 
labor  agreements. 
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Categories  of  individuals  covered  by  the  system: 

Any  civilian  employee  in  those  organizational  segments  where 
formalized  overtime  records  are  kept  may  be  covered. 

Categories  of  records  in  the  system: 

A  roster  of  civilian  personnel  in  the  organizational  segment,  sched¬ 
ules  of  proposed  overtime,  dates  overtime  was  offer^,  record  of 
whether  employee  accepted  the  overtime,  hours  and  dates  worked, 
amount  of  work  produced  during  the  overtime  hours,  and  other 
informa:ion  directly  related  to  overtime  usage. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.,  Sec.  301,302,  and  3542,  Overtime  rates;  computation. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  by  the  supervisor  to  assign  overtime  on  an 
equitable,  or  rotational  basis  and  to  plan  and  schedule  overtime  as 
needed.  It  may  also  be  used  to' determine  the  most  productive  of 
overtime  workers.  May  be  shown  to  employee  representatives,  such 
as  unions,  to  demonstrate  nature  and  equity  of  the  system. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  or  file  index  cards. 

Retrievability: 

Filed  or  listed  by  employee  name  within  individual  organizational 
segments. 

Safeguards: 

Records  are  maintained  in  file  cabinets  under  the  supervisor’s  con¬ 
trol. 

Retention  and  disposal: 

Records  are  destroyed  after  one  year  from  the  last  date  of  over¬ 
time  usage. 

System  manageris)  and  address: 

Office  of  Civilian  Personnel  of  the  appropriate  Defense  Logistics 
Agency  (DLA)  Primary  Level  Field  Activity. 

Notifleation  procedure: 

Individuals  may  determine  whether  or  not  there  is  an  overtime 
record  pertaining  to  them  by  request  to  their  immediate  supervisor  or 
to  the  SYSMANAGER. 

Record  access  procedures: 

Written  request  for  a.ssistance  in  obtaining  access  to  information 
should  be  directed  to  the  SYSMANAGER.  Official  mailing  address 
is  in  the  Department  of  Defense  directory  in  the  appendix  to  the 
DLA  systems  notice.  For  personal  visits  to  the  SYSMANAGER, 
individual  should  be  able  to  provide  some  acceptable  identification 
such  as  office  identification  card  or  driver's  license.  However,  inquir¬ 
ies  will  normally  be  made  to  the  immediate  supervisor  by  personal 
visit. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMAN.AGER. 

Record  source  categories: 

The  individual  supervisors  and  others  involved  in  the  management 
of  overtime  in  the  activity. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S120.05DLA-KP 

System  name: 

120.03  Supervisors’  Records  and  Reports  of  Employee  Attendance 
and  Leave. 

System  location: 

This  system  is  decentralized  by  organization  and  geography  to  the 
supervisory  level  at  all  Defense  Logistics  Agency  (DLA)  field  activi¬ 
ties  and  Headquarters  DLA.  All  records  described  are  not  necessar¬ 
ily  maintained  by  all  supervisors. 

Categories  of  individuals  covered  by  the  system: 

Employees  of  the  Defense  Logistics  Agency,  and  former  such 
employees. 

Categories  of  records  in  the  system: 

Schedule  of  planned  leave,  record  of  sick  and  annual  leave  and 
other  types  of  leave  taken,  record  of  tardiness,  absence  without 
leave,  leave  without  pay,  administrative  leave,  and  other  absences  of 
types  of  leave.  In  some  cases  the  record  may  idso  contain  notation  of 


time  actually  present,  time  on  temporary  duty  (TDY),  and  time  on 
special  assignments  or  temporary  assignments.  Record  may  be  kept 
by  the  hour,  day,  week,  pay  period,  quarter,  or  year.  While  records 
maintained  in  accordance  with  this  notice  are  all  ’hard  copy’  or 
manual  in  nature,  some  of  the  records  may  be  produced  by  automat¬ 
ed  data  processing  as  printouts  from  automated  payroll  and  leave 
accounting  systems  described  under  other  notices. 

Authority  for  maintenance  of  the  system: 

Chapter  63,  Title  5  United  States  Code;  Leave. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Data  is  used  by  supervisors  and  by  civilian  personnel  office  staff 
for  the  following  purposes:  Monitoring  sick  leave  use  and  detecting 
patterns  of  attendance  and  sick  leave  usage  which  may  be  indications 
of  problems  in  the  use  of  leave  or  which  should  be  discussed  with 
the  employee.  Scheduling  annual  leave  in  an  organized,  fair  and 
planned  way.  Identifying  employees  who  may  be  congratulated  for 
accumulation  of  sick  leave  or  limited  use  of  sick  leave.  Preparing 
statistical  reports  on  leave  use  and  attendance  matters  and  for  statisti¬ 
cal  evaluation  and  analysis  of  leave  usage  patterns.  Posting  daily 
leave  usage  onto  time  and  attendance  reports  or  records  and  answer¬ 
ing  employee  questions  on  leave  charges. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  or  binders  or  file  index  cards. 

Retrievability: 

By  employee  name  within  organizational  segments,  or  chronologi¬ 
cally  by  some  time  period. 

Safeguards: 

Any  part  of  the  records  containing  any  personal  or  potentially 
sensistive  data  are  maintained  in  locked  filing  cabinets  or  supervisors’ 
locked  desks. 

Retention  and  disposal: 

Records  are  kept  for  one  year  and  then  destroyed. 

System  manager(s)  and  address: 

Civilian  Personnel  Officer  at  each  DLA  Primary  Level  Field  Ac¬ 
tivity. 

Notification  procedure: 

Employees  who  wish  to  determine  what  leave  records  are  being 
maintained  at  supervisory  or  personnel  office  level  should  address 
their  inquiries  to  their  immediate  supervisors  or  to  the  primary  level 
field  activity  office  of  civilian  personnel. 

Record  access  procedures: 

Personal  requests  for  record  content  should  be  made  to  the  imme¬ 
diate  supervisor  or  to  SYSMANAGER.  Written  request  for  assist¬ 
ance  in  obtaining  access  should  be  directed  to  the  SYSMANAGER, 
and  should  contain  the  full  name  and  organizational  location  of  the 
employee.  Official  mailing  addresses  of  the  SYSMANAGER  are  in 
the  Department  of  Defense  directory  in  the  appendix  to  the  DLA 
systems  notice.  For  personal  visits  to  SYSMANAGER,  the  individu¬ 
al  should  provide  some  acceptable  identification,  such  as  activity 
identification  card  or  driver’s  license. 

Contesting  record  procedures: 

The  agency  rules  for  contesting  contents  and  appealing  initial  de¬ 
terminations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Payroll  office  and  payroll  records,  including  automated  payroll 
systems,  employee’s  supervisors,  timekeepers,  time  and  attendance 
clerks,  leave  slips  (Standard*Form  71  or  equiv^ent). 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S150.20DLA-T 

System  name:  * 

150.20  Security  Violations  Files 

System  location: 

Primary  System  -  Reports  of  the  more  serious  security  violations 
involving  information  or  material  classified  in  the  interests  of  national 
defense:  Command  Security  Office,  Headquarters,  Defense  Logistics 
Agency  (HQ  DLA),  Decentralized  segments  -  Above  files  plus  all 
other  reports  of  security  violations:  DLA  Primary  Level  Field  Ac¬ 
tivities  (PLFAs) 

Categories  of  individuals  covered  by  the  system: 
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Civilian  and  military  personnel  currently  or  formerly  employed  by 
or  assigned  to  DLA,  employees  of  Department  of  Defense  (DOD) 
contractor  facilities,  and  other  persons  who  may 'be  involved  in 
security  violations. 

Categories  of  records  in  the  system: 

Reports  of  informal  and  formal  administrative  inquiries,  investiga¬ 
tions,  statements  of  witnesses,  photogr^hs,  and  related  papers  re¬ 
garding  security  violations  pertaining  to  DLA  activities. 

Authority  for  maintenance  of  the  system: 

E.O.  116S2  which  pertains  to  the  protection  of  information  and 
material  classified  in  the  interests  of  national  defense.  DOD  Directive 
5200. 1-R. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  in  the  system  is  used  by  Security  Officers  in  HQ 
DLA  and  PLFA’s  for  the  following: 

Determining  the  suitebility  of  DLA  personnel  involved  in  security 
violations  to  Imve  continued  access  to  classified  information; 

Evaluating  the  safeguards  established  within  DLA  to  protect  clas¬ 
sified  information  and  material;  and 

Referring  violations  involving  Atomic  Energy  information  and 
those  in  which  espionage  is  suspected  to  the  Justice  Department  as 
required  should  contain  the  full  name,  current  address  and  telephone 
number  of  the  individual  and  must  be  accompanied  by  a  notorized 
statement  attesting  to  by  law. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and  ■ 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retricvability: 

Filed  alphabetically  by  name  of  any  individual  held  to  be  responsi¬ 
ble  for  the  violation. 

Safeguards: 

As  a  minimum,  records  are  stored  in  locked  containers  whenever 
authorized  DLA  personnel  are  not  present  to  control  access  to  them. 
Any  of  these  files  containing  classified  documents  are  maintained  in 
security  containers  approved  by  HQ  DLA  for  storage  of  classified 
information. 

Retention  and  disposal: 

Normally,  records  are  retained  in  the  active  file  two  years  after  all 
aspects  of  the  case  are  closed  and  then  destroyed.  Reports  concern¬ 
ing  violations  of  a  sufficiently  serious  nature  to  be  considered  felonies 
are  retained  for  two  years  in  the  active  file  and  then  held  eight  years 
in  the  inactive  files  and  subsequently  destroyed. 

System  managerfs)  and  address: 

Command  Security.Officer,  HQ  DLA;  Security  Officers,DLA  Pri¬ 
mary  Level  Field  Activities. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individuals  must  provide  their  full  names  and 
the  identity  of  DLA  activity  at  which  the  violation  occurred  as  well 
as  the  date  of  its  occurrence. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGER  are  in  the  DOD 
Directory  in  the  appendix  to  the  DLA  systems  notice.  Written  re¬ 
quests  for  information  the  identity  of  the  requestor  and  containing 
the  following:  ’I  understand  that  Imowingly  and  willfully  seeking  or 
obtaining  access  to  records  about  another  individual  under  false  pre¬ 
tenses  is  punishable  by  a  fine  of  up  to  5,000  dollars  under  the 
provisions  of  the  Privacy  Act  of  1974’.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver’s  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  with  his  file.  If  the 
requestor  cannot  present  suitable  evidence  of  identification  a  notor- 
iz^  statement  similar  to  that  described  above  may  be  required. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Officials  appointed  to  conduct  administrative  inquiries,  informal  or 
formal  investigations  as  well  as  reports  from  DOD  or  other  federal 
investigative  agencies. 

Systems  exempted  fri>m  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5  U.S.C.  552a  (k) 
(2)  as  applicable.  Agency  rules  pertaining  to  this  exemption  are  set 


forth  in  Appendix  C  of  32  CFR  Part  1286  and  DLA  Regulation 
5400.21.  For  additional  information,  contact  the  System  Manager. 

S153.01  DLA-T 

System  name: 

153.01  Personnel  Security  Files 

System  location: 

Primary  System  -  Investigatory  records  containing  unfavorable 
information  requiring  clearance  action  by  the  Defense  Logistics 
Agency  (DLA)  Central  Clearance  Group  (CCG)  and  records  per¬ 
taining  to  persons  involved  in  highly  sensitive'  projects:  Command 
Secunty  Office,  Command  Security  Officer,  Headquarters  Defense 
Logistics  Agency  (HQ  DLA). 

Decentralized  segments  -  above  files  plus  all  other  investigatory 
records:  Security  Officer,  DLA  Primary  Level  Field  Activities 
(PLFAs). 

Categories  of  individuals  covered  by  the  system: 

All  civilian  employees  and  military  personnel  who  have  been  the 
Subject  of  a  National  Agency  Check  (NAC);  a  Background  Investi¬ 
gation  (BI);  or  Special  Background  Investigation  (SBI)  pertaining  to 
their  qualifications  for  access  to  classified  information. 

Categories  of  records  in  the  system: 

Reports  of  investigations  conducted  by  the  Civil  Service  Commis¬ 
sion  (CSC),  the  Federal  Bureau  of  Investigation  (FBI),  the  Defense 
Investigative  Service  (DIS),  the  investigative  units  of  the  Army, 
Navy  and  Air  Force,  and  other  Federal  investigative  organizations. 
Also,  evidence  of  security  clearances  and  access  to  classified  informa¬ 
tion  granted  to  individuals  and  certifications  of  security  briefings  and 
debriefings  signed  by  individuals. 

Authority  for  maintenance  of  the  system: 

Executive  Order  (E.O.)  10450,  as  amended,  which  was  issued  by 
virtue  of  the  authority  vested  in  the  President  by  Section  7532  of 
Title  5,  United  States  Code  and  other  statutes  enumerated  in  E.O. 
10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  investigatory  reports  are  used  by  apprdpriate  Security  Officers 
and  Commanders  or  other  designated  officials  as  a  basis  for  determin¬ 
ing  a  person's  eligibility' for  access  to  information  classified  in  the 
interests  of  national  defense. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Reports  are  filed  alphabetically  by  name,  date  and  place  of  birth. 
No  indices  are  used  to  retrieve  individual  records  from  the  system. 

Safeguards: 

As  a  minimum,  records  are  stored  in  locked  containers  whenever 
authorized  DLA  personnel  are  not  present  to  control  access  to  them. 
Any  of  these  files  containing  classified  documents  are  maintained  in 
security  containers  approved  by  HQ  DLA  for  storage  of  classified 
information. 

Retention  and  disposal: 

Reports  are  retained  as  long  as  the  person  is  employed  or  assigned 
to  DLA.  After  the  person  leaves  DLA,  the  reports  are  placed  in  an 
inactive  file,  retained  for  two  years,  and  then  destroyed  or  returned 
to  the  agency  which  conducted  the  investigation. 

System  manager(s)  and  address: 

Command  Security  Officer,  HQ  DLA;  Security  Officers  of  Prima¬ 
ry  Level  Field  Activities. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGERS. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGERS  are  in  the 
Department  of  Defense  Directory  in  the  appendix  to  the  DLA  sys¬ 
tems  notice.  Written  requests  for  information  should  contain  the  full 
name,  date  and  place  of  birth,  current  address  and  telephone  number 
of  the  requestor.  For  personal  visits,  the  requestor  must  be  able  to 
provide  some  acceptable  identification  (i.e.,  driver’s  license,  parent’s 
name,  identification  card,  date  and  place  of  birth,  dates  and  place(s) 
of  employment  with  DLA,  if  applicable).  Written  requests  must  be 
accompanied  by  a  notarized  statement  attesting  to  the  requestor’s 
identity  and  containing  the  following:  ’I  understand  that  knowingly 
or  willfully  seeking  or  obtaining  access  to  records  about  another 


Federal  Register  /  Vol.  44,  No.  243  /  Monday,  December  17,  1979  /  Notices 


74727 


individual  under  false  pretenses  is  punishable  by  a  fine  of  up  to  S.OOO 
dollars  under  the  provisions  of  the  Privacy  Act  of  1974.’ 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appeahng  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Reports  of  investigations  conducted  by  the  CSC,  FBI,  DIS,  inves¬ 
tigative  units  of  the  Army,  Navy,  and  Air  Force,  as  well  as  other 
Federal  investigative  organizations. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5  U.S.C.  SS2a  (k) 
(2)  as  applicable.  Agency  rules  pertaining  to  this  exemption  are  set 
forth  in  Appendix  C  of  32  CFR  Part  1286  and  DLA  Regulation 
5400.21.  For  additional  information,  contact  the  System  Manager. 

S153  JO  DLA-T 

System  name: 

1 53.20  Personnel  Security  Clearance  Status  •  CAPSTONE 

System  location: 

Primary  System-Central  computer  programs  and  flies  maintained  at 
the  Defense  Logistics  Agency  Administrative  Support  Center 
(DASC)  provide  a  central  index  for  information  regarding  the  per¬ 
sonnel  security  clearance  status  of  civilian  employees  and  military 
personnel  within  DLA.  Ready  reference  listings  are  furnished  by 
DASC  to  Defense  Logistics  Agency  Primary  Level  Field  Activities 
(PLFAs)  and  to  Primary  Staff  Elements  (PSEs)  at  HQ  DLA  con¬ 
cerning  personnel  under  their  jurisdiction. 

Categories  of  individuals  covered  by  the  system: 

All  DLA  civilian  and  military  personnel  who  have  been  granted  a 
security  clearance  for  access  to  information  classified  in  the  interests 
of  national  security. 

Categories  of  records  in  the  system: 

Computer  listings  both  alphabetically  in  the  form  of  a  Master 
Capstone  File  (MASCAP)  and  by  organization  in  the  form  of  a 
Records  of  Access  Authorization  and  Eligibility  (RACEL).  These 
listings  provide  the  unit  Secu^  Offlcer  with  complete  personnel 
security  data  on  the  entire  unit  work  force  and  the  Head  of  each 
PLFA  and  HQ  PSE  a  roster  reflecting  each  individual  who  has  been 
authorized  access,  as  well  as  the  level  of  access,  to  classified  informa¬ 
tion. 

Authority  for  maintenance  of  the  system: 

Executive  Order  (E.O.)  10450,  as  amended,  which  was  issued  by 
virtue  of  the  authority  vested  in  the  President  by  Section  7532  of 
Title  5,  United  States  Code  and  other  statutes  enumerated  in  E.O. 
10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

These  records  are  used  by  Security  Officers  at  all  levels  as  well  as 
other  appropriate  supervisors  to  determine  whether  or  not  DLA 
civilian  employees  or  military  personnel  have  been  cleared  for  and/ 
or  granted  access  to  classified  information;  and,  if  so,  the  level  of 
such  clearance  or  access. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders;  magnetic  tape;  computer  print-out. 

Retrievability: 

Identities  of  persons  whose  names  are  contained  in  the  system  are 
listed  in  the  MASCAP  and  RACEL  alphabetically.  All  data  in  the 
system  about  each  person  is  set  forth  next  to  the  person’s  name. 

Safeguards: 

As  a  minimum,  records  are  stored  in  locked  containers  whenever 
authorized  DLA  personnel  are  not  present  to  control  access  to  them. 
Any  of  these  files  containing  classified  documents  are  maintained  in 
security  containers  approved  by  HQ  DLA  for  storage  of  classified 
information. 

Retention  and  disposal: 

New  MASCAP  and  RACEL  listings  are  published  monthly  and 
old  listings  are  destroyed  as  soon  as  the  new  lists  are  verifled  but  in 
no  case  beyond  90  days. 

System  managerfs)  and  address: 

Security  Office,  DASC  and  Security  Officers  of  all  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGERS. 


Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGERS  are  in  the 
Department  of  Defense  Directory  in  the  appendix  to  the  DLA  sys¬ 
tems  notice.  Written  requests  for  information  should  contain  the  full 
name,  current  address  and  telephone  numbers  of  the  individual.  For 
personal  visits,  the  individual  should  be  able  to  provide  some  accept¬ 
able  identification,  such  as,  driver’s  license,'  employing  office  identifi¬ 
cation  card,  and  give  some  verbal  information  that  could  be  verified 
with  his  file. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGERS. 

Record  source  categories: 

■  Certificates  of  clearance  and/or  record  of  personnel  security  inves¬ 
tigation  which  are  completed  during  a  review  of  reports  of  investiga¬ 
tion  conducted  by  the  Civil  Service  Commission,  the  Federal  Bureau 
of  Investigation,  the  Defense  Investigative  Service,  and  investigative 
units  of  the  Army,  Navy,  and  Air  Force,  as  well  as  other  F^eral 
investigative  organizations.  Also,  personnel  security  files  maintained 
on  individuals. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S155.05  IDLA-NS 

System  name: 

155.05  Enrollment,  Registration  and  Course  Completion  Record. 

System  location: 

Defense  Industrial  Security  Institute  (DISI)  Defense  General 
Supply  Center  Richmond,  Virginia  23297 

Categories  of  individuals  covered  by  the  system: 

U.S.  Government  military  and  civilian  personnel  and  employees  of 
industry  who  have  attended  the  Industrial  Security  Basic  Course, 
Industrial  Security  Specialist  Course,  Industrial  Security  Career 
Seminar,  Industrial  Security  Executive  Seminar,  Information  Security 
Management  Course,  Industrial  Security  Management  Course  or  the 
Industrial  Facilities  Protection  Course. 

Categories  of  records  in  the  system: 

Information  contained  in  the  system  regarding  each  individual  in¬ 
cludes:  name,  local  address  (while  attending  school);  office  phone; 
military  rank  or  GS  rating;  Social  Security  Account  number;  posi¬ 
tion;  level  of  security  clearance;  duty  station  or  employer’s  address; 
course(s)  attended;  name  and  mailing  address  of  supervisor;  date  of 
course;  class  standing;  final  grade;  and,  whether  or  not  the  course 
was  satisfactorily  completed. 

Authority  for  maintenance  of  the  system: 

Presidential  Executive  Order  10865,  Safeguarding  Oassified  Infor¬ 
mation  Within  Industry. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

This  system  exists  for  record  purposes  only.  The  Defense  Industri¬ 
al  Security  Institute  is  the  sole  user. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  system  is  maintained  on  5  x  8  file  cards. 

Retrievability: 

The  system  is  maintained  and  accessed  alphabetically. 

Safeguards: 

Only  DISI  employees  are  authorized  access  to  the  system  or  infor¬ 
mation  contained  therein.  The  records  are  maintained  in  file  cabinets 
within  a  locked  room.  The  building  is  patrolled  at  intervals  by  roving 
patrols  on  foot  and  in  vehicles.  Access  to  the  military  inst^lation  is 
controlled  at  all  times. 

Retention  and  disposal: 

The  records  in  this  system  are  retained  permanently. 

System  managerfs)  and  address: 

The  official  responsible  for  policies  and  procedures  governing  this 
system  is  the  Executive  Director  of  Industrial  Security,  DLA-N. 
Operational  management  is  exercised  by  the  Commandant,  Defense 
Industrial  Security  Institute. 

Notification  procedure: 

An  individual  who  wishes  to  be  notified  if  the  system  contains  a 
record  about  him  or  her  should  direct  a  request  to  the  Commandant, 
DISI,  Defense  General  Supply  Center,  Richmond,  Virginia  23297. 
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Requests  must  contain  name  and  Social  Security  Account  number.  If 
known,  the  request  should  also  identify  courses)  attended  and  the 
inclusive  dates  of  the  course(s). 

An  individual  may  also  visit  DISI  to  determine  if  the  system 
contains  a  record  about  him  or  her. 

For  visits  an  individual  must  present  proof  of  identity  such  as  birth 
certificate,  driver’s  license  or  employer  ID  (preferably  picture  typel 
and  proof  of  Social  Security  Account  number. 

Record  access  procedures: 

An  individual  can  obtain  access  to  or  a  copy  of  any  record  pertain¬ 
ing  to  him  or  her  by  directing  a  request  to  the  Commandant,  DISI, 
Defense  General  Supply  Center,  Richmond,  Virginia  23297.  A 
record  can  be  released  at  DISI,  Richmond,  Virginia,  or  through  one 
of  the  11  Regional  Offices  of  Industrial  Secunty  (OIS)  or  a  Field 
Office  of  any  Regional  OIS.  A  release  will  take  place  at  the  OIS 
nearest  the  residence  or  place  of  employment  of  the  requester.  The 
1 1  Regional  OISs  are  located  in  Atlanta,  Boston,  Chicago,  Cleveland, 
Dallas,  Detroit,  Los  Angeles,  New  York,  San  Francisco,  Philadelphia  - 
and  St.  Louis. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER;  the  Chief,  OIS. 

Record  source  categories: 

The  sources  of  information  contained  in  the  system  are  the  em¬ 
ployers  and  the  DISI. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S155.05  2DLA-NS 

System  name: 

155.05  2  Guest  Instructor  Introduction  Card 

System  location: 

Defense  Industrial  Security  Institute  (DISI)  Defense  General 
Supply  Center  Richmond,  Virginia  23297 

Categories  of  individuals  covered  by  the  system: 

System  contains  a  record  of  any  individual  who  has  appeared  as  a 
guest  speaker  at  the  Defense  Industrial  Security  Institute  (DISI). 

Categories  of  records  in  the  system: 

Information  in  this  system  includes:  name;  date  of  guest  instructor’s 
appearance;  position;  and  biographical  (education,  employment,  etc.) 
data. 

Authority  for  maintenance  of  the  system: 

Presidential  Executive  Order  10865,  Safeguarding  Classified  Infor¬ 
mation  Within  Industry. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  to  introduce  speakers  and  is  retained  as  a 
record  of  the  speaker’s  participation.  DISI  is  the  sole  user. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  system  is  maintained  on  5  x  8  file  cards. 

Retrievability: 

The  system  is  maintained  and  accessed  alphabetically. 

Safeguards: 

Only  DISI  employees  are  authorized  access  to  the  system  or  infor¬ 
mation  contained  therein.  The  records  are  maintained  in  file  cabinets 
within  a  locked  room.  The  building  is  patrolled  at  intervals  by  roving 
patrols  on  foot  and  in  vehicles.  Access  to  the  military  installation  is 
controlled  at  all  times. 

Retention  and  disposal: 

The  records  in  this  system  are  retained  permanently. 

System  managerts)  and  address: 

The  official  responsible  for  policies  and  procedures  governing  this 
system  is  the  Executive  Director  of  Industrial  Security,  DLA-N. 
Operational  management  is  exercised  by  the  Commandant,  Defense 
Industrial  Security  Institute. 

Notification  procedure: 

An  individual  who  wishes  to  be  notified  if  the  system  contains  a 
record  about  him  or  her  should  direct  a  request  to  the  Commandant, 
DISI,  Defense  General  Supply  Center,  Richmond,  Virginia  23297. 
Requests  must  contain  name  and  Social  Security  Account  number.  If 
known,  the  request  should  also  identify  courses)  attended  and  the 
inclusive  dates  of  the  course(s).  An  individual  may  also  visit  DISI  to 


determine  if  the  system  contains  a  record  about  him  or  her.  For  visits 
an  individual  must  present  proof  of  identity  such  as  birth  certificate, 
driver’s  license  or  employer  ID  (preferably  picture  type)  and  proof 
of  Social  Security  Account  number. 

Record  access  procedures: 

An  individual  can  obtain  access  to  or  a  copy  of  any  record  pertain¬ 
ing  to  him  or  her  by  directing  a  request  to  the  Commandant,  DISI, 
Defense  General  Supply  Center,  Richmond,  Virginia  23297.  A 
record  can  be  released  at  DISI,  Richmond,  Virginia,  or  through  one 
of  the  11  Regional  Offices  of  Industrial  Secunty  (OIS)  or  a  Field 
Office  of  any  Regional  OIS.  A  release  will  take  place  at  the  OIS 
nearest  the  residence  or  place  of  employment  of  the  requester.  The 
1 1  Regional  OISs  are  located  in  Atlanta,  Boston,  Chicago,  Cleveland, 
Dallas,  Detroit,  Los  Angeles,  New  York,  San  Francisco,  Philadelphia 
and  St.  Louis. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager,  the  Chief,  OIS. 

Record  source  categories: 

Information  contained  in  this  system  is  provided  by  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S155^S3DLA-NS 

System  name: 

155.53  Industrial  Personnel  Security  Clearance  File 

System  location: 

Defense  Industrial  Security  Clearance  Office,  Defense  Construc¬ 
tion  Supply  Center,  P.O.  Box  2499,  Columbus,  Ohio  43216 

A  duplicate  file  of  the  Defense  Industrial  Security  Clearance 
Office  record  of  Overseas  Security  Eligibilities  is  retained  by  the 
Office  of  Industrial  Security,  Europe,  Brussells,  Belgium. 

Categories  of  individuals  covered  by  the  system: 

Employees  of  Government  contractor  who  have  been  issued,  now 
possess,  or  are  in  process  for  personnel  security  clearances,  including 
Overseas  Security  Eligibilities. 

Categories  of  records  in  the  system: 

Information  contained  in  each  record  in  the  automated  portion  of 
the  system  may  include:  name  of  the  individual;  aliases;  maiden  name; 
date  of  birth,  place  of  birth.  Social  Security  Account  number;  name 
and  address  of  employer;  level  of  security  clearance  granted;  date 
security  clearance  granted;  type  of  investigation;  date  of  investiga¬ 
tion;  identity  of  investigating  agency;  file  or  case  number;  location  of 
file;  record  of  Communication  Security  (COMSEC)  security  clear¬ 
ance  and  sequential  record  of  security  clearance  terminations,  trans¬ 
fers  and  reinstatements. 

Information  contained  in  each  record  in  the  manual  portion  of  the 
system  may  contain  the  original  application  for  security  clearance 
(Personnel  Security  Questionnaire);  a  copy  of  the  personnel  security 
investigation;  a  record  of  security  clearance;  record  of  COMSEC 
security  clearance;  Overseas  Security  Eligibility;  Control  records; 
foreign  travel  reports;  all  correspondence  concerning  the  processing 
of  the  initial  clearance,  termination,  reinstatement,  transfer,  emergen¬ 
cy  suspension,  revocation  or  denial  of  security  clearance;  adjudica¬ 
tion  suspense  records;  adverse  information  reports;  security  violation 
reports;  and  internal  Government  correspondence  and  interoffice 
memoranda  relative  to  the  security  clearance  process. 

Authority  for  maintenance  of  the  system: 

Presidental  Executive  Order  10865  as  amended  by  Executive 
Order  10909,  both  titled.  Safeguarding  Classified  Information  Within 
Industry.  i 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  automated  portion  of  the  system  is  retained  as  a  central  record 
of  industrial  security  clearances  granted.  Access  to  this  record  is 
restricted  to  authorized  Defense  Logistics  Agency  employees.  The 
Defense  Industrial  Security  Clearance  Office  will  verify  security 
clearance  status  only  to  cleared  Department  of  Defense  contractors 
and  authorized  Government  agencies.  Also,  on  occasion,  the  clear¬ 
ance  record  may  be  used  to  reconcile  security  clearance  records 
maintained  by  the  individual’s  employer. 

The  manual  portion  of  the  system  serves  as  a  central  repository  for 
all  hard  copy  material  concerning  an  applicant  for  industrial  security 
personnel  clearance.  All  information  contained  in  this  record  is  used 
to  back  up  the  security  clearance  determination.  Disclosure  of  this 
record  is  permitted  only  to  personnel  of  the  Department  of  Defense 
involved  in  the  industrial  personnel  clearance  process  or  to  a  legally 
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constituted  law  enforcement  activity  within  or  under  the  control  of 
the  United  States  when  (i)  a  violation  of  law  relative  to  the  purpose 
of  the  security  clearance  program  is  suspected,  or  (ii)  requested  by 
the  head  of  the  law  enforcement  activity  or  his  designated  repre¬ 
sentative  provided  that  the  portion  of  the  record  desired  is  specified 
and  the  law  enforcement  activity  identified.  Disclosure  of  foreign 
travel  information  contained  in  the  record  will  be  permitted  to  Fed¬ 
eral  Government  investigative  agency  personnel  for  civil  or  criminal 
law  enforcement  activity. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Automated  Records  are  maintained  in  computer  disc  packs,  mag¬ 
netic  tapes,  and  associated  data  processing  files  used  to  initially  build 
or  update  the  master  file.  The  individual  records  in  the  manual  part 
of  the  system  are  microfiche,  S  x  8  cards  and  hard  copy  paper 
records  maintained  in  file  folders. 

Retrievability: 

Automated  records  are  accessed  by  individual  Social  Security  Ac¬ 
count  number.  Computerized  indices  are  required  to  retrieve  records 
from  the  system.  Manual  Records  are  accessed  by  Social  Security 
Account  number  or  alphabetically  by  name. 

Safeguards: 

In  the  automated  part  of  the  system  special  codes,  available  only  to 
authorized  Defense  Logistics  Agency  personnel,  are  required  to 
access  records  by  means  of  cathode  ray  tube  readers  located  only  in 
the  Defense  Industrial  Security  Clearance  Office  area.  Access  to  the 
manual  records  is  limited  to  authorized  personnel  of  the  Defense 
Industrial  Security  Clearance  Office.  The  Defense  Industrial  Security 
Clearance  Office  area  is  on  a  military  controlled  installation  and 
segregated  from  other  Government  operational  areas.  All  visitors  are 
badged  and  escorted.  During  nonworking  hours  the  entire  area  is 
secured  and  protected  by  a  perimeter  alarm  system  and  roving  guard 
patrols,  motorized  and  on  foot. 

Retention  and  disposal: 

The  automated  records  are  retained  for  25  months  following  the 
termination  of  a  security  clearance.  A  record  concerning  an  individu¬ 
al  is  retained,  following  termination,  until  the  individual  would  reach 
the  chronological  age  of  80  years  in  those  cases  where  adverse 
information  is  existant  or  the  clearance  is  terminated  because  of  the 
death  of  the  holder.  Destruction  is  accomplished  through  degaussing 
the  disc  pack  entry  or  magnetic  tape.  Retention  of  the  manual  rec¬ 
ords  is  authorized  for  30  years  after  the  date  of  the  last  action; 
however,  records  are  purged  10  years  after  the  date  of  the  last 
action.  Destruction  is  by  burning.  Microfiche  records  are  updated  at 
approximately  30-day  intervals  and  superseded  records  are  burned. 

System  manageKs)  and  address: 

The  official  responsible  for  policies  and  procedures  governing  this 
system  is  the  Executive  Director  of  Industrial  Security,  Defense 
Logistics  Agency.  Operational  management  of  the  system  is  exer¬ 
cised  by  the  Chief,  Defense  Industrial  Security  Clearance  Office. 

Notification  procedure: 

An  individual  whO'  wishes  to  be  notified  if  the  system  contains  a 
record  about  him  or  her  should  direct  the  request  to  the  Chief, 
Defense  Industrial  Security  Clearance  Office,  Defense  Construction 
Supply  Center,  P.  O.  Box  2499,  Columbus,  Ohio  43216.  Requests 
must  contain  the  full  name,  date  and  place  of  birth  and  Social 
Security  Account  number.  An  individual  may  also  visit  the  Defense 
Industrial  Security  Clearance  Office  to  determine  if  the  system  con¬ 
tains  a  record  pertaining  to  him  or  her.  For  visits  to  the  Defense 
Industrial  Security  Clearance  Office  the  individual  must  present 
proof  of  identity  such  as  birth  certificate,  driver’s  license,  or  employ¬ 
ee  identification  card,  and  proof  of  Social  Security  Account  number. 

Record  access  procedures: 

An  individual  can  obtain  access  to  or  a  copy  of  any  record  pertain¬ 
ing  to  him  or  her,  except  for  the  personnel  security  investigation,  by 
directing  a  request  to  the  Chief,  Defense  Industrial  Security  Clear¬ 
ance  Office,  Defense  Construction  Supply  Center,  P.O.  Box  2499, 
Columbus,  Ohio  43216.  Requests  for  personnel  security  investigations 
will  be  promptly  referred  to  the  appropriate  investigative  agency 
which  is  authorized  to  release  the  record.  A  record  can  be  released 
at  the  Defense  Industrial  Security  Clearance  Office,  Columbus,  Ohio 
or  through  one  of  the  1 1  Regional  Offices  of  Industrial  Security  or  a 
Field  Office  of  any  Regional  Office  of  Industrial  Security.  A  release 
will  take  place  at  the  Office  of  Industrial  Security  nearest  the  resi¬ 
dence  or  place  of  employment  of  the  requester.  The  11  Regional 
Offices  of  Industrial  S^urity  are  located  in  Atlanta,  Boston,  Chica¬ 
go,  Cleveland,  Dallas,  Detroit,  Los  Angeles,  New  York,  San  Francis¬ 
co,  Philadelphia,  and  St.  Louis.  A  record  may  also  be  released  by 


mail  in  those  cases  where  the  requestor  was  provided  an  original 
notarized  authorization  for  such  release. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
System  Manager,  the  Chief,  Office  of  Industrial  Security. 

Record  source  categories: 

The  sources  of  information  contained  in  a  record  are  the  employer 
and  the  Defense  Investigative  Service  which  is  responsible  for  con¬ 
ducting  personnel  security  investigations. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5  U.S.C.  552a  (k) 
(2)  as  applicable.  Agency  rules  pertaining  to  this  exemption  are  set 
forth  in  Appendix  C  of  32  CFR  Part  1286  and  DLA  Regulation 
5400.21.  For  additional  Information,  contact  the  System  Manager. 

S160.S0  DLA-T 

System  name: 

160.50  Criminal  Incidents/Investigations  file 

System  location: 

Primary  System  •  case  files  on  all  incidents  of  known  or  suspected 
criminal  activity  or  other  serious  incidents  which  may  arouse  local  or 
national  news  media  or  Congressional  interest:  Command  Security 
Office,  Headquarters  Defense  Logistics  Agency  (HQ  DLA).  Decen¬ 
tralized  segments  -  above  files  plus  incidents  of  minor  nature: 
HQDLA  principal  staff  elements,  DLA  Primary  Level  Field  Activi¬ 
ties  (PLFA) 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel  of  DLA,  contractor  employees,  and 
other  persons  who  committed  or  are  suspected  of  having  committed 
a  felony  or  misdemeanor  on  DLA  controlled  activities  or  facilities; 
or  outside  of  those  areas  in  cases  where  DLA  is  or  may  be  a  party  of 
interest. 

Categories  of  records  in  the  system: 

Reports  of  Investigation,  messages,  statements  of  witness,  subjects 
and  victims,  photographs,  laboratory  reports  and  other  related 
papers. 

Authority  for  maintenance  of  the  system: 

Section  21,  Internal  Security  Act  of  1950  (Public  Law  831,  81st 
Congress)  DOD  Instruction  5200.22,  Reporting  of  Security  and 
Criminal  Violations,  and  Memorandum  Deputy  Secretary  of  Defense 
dated  7  May  1974,  which  assigned  to  the  Director  of  DLA  the 
responsibility  for  identifying  all  DLA  activities  requiring  criminal 
investigative  support  and  crime  prevention  surveys,  provide  control 
coordination  of  such  investigation  and  surveys,  and  to  ensure  opti¬ 
mum  investigative  support  and  mutual  exchange  of  relevant  informa¬ 
tion  between  participating  agencies. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  for  the  purpose  of  monitoring  the  prog¬ 
ress  of  investigations,  identification  of  crime  conducive  condition, 
crime  and  loss  prevention,  and  preparation  of  statistical  data  required 
by  higher  authority.  Information  may  be  referred  to  local,  state,  or 
federal  law  enforcement  agencies  when  the  information  indicates  a 
violation  of  local,  state,  or  federal  laws.  Information  is  used  by:  DLA 
Security  personnel  -  to  monitor  progress  of  cases,  develop  non¬ 
personal  statistical  data  on  crime  and  loss  incidence;  crime  and  loss 
prevention  and  to  enable  planning  of  required  criminal  investigative 
support  for  the  future.  DLA  counsel  -  review  of  cases  and  determina¬ 
tion  of  proper  legal  action.  DLA  supervisors  and  managers  -  to 
determine  actions  required  to  correct  the  causes  of  losses,  and  to  take 
appropriate  action  against  DLA  employees  in  cases  of  their  involve¬ 
ment. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records,  photographs,  laboratory  reports  in  file  folders, 
bound  logs  and  card  index  files. 

Retrievability: 

Filed  chronologically  by  DLA  case  number  and  cross  indexed  in  a 
log  and  card  index  file.  Indexed  either  by  name  of  the  individual  or 
firm  involved,  when  such  are  known,  if  not  by  DLA  activity  or 
facility  having  primary  interest  in  the  case. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DLA  security 
personnel. 

Retention  and  disposal: 
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Records  are  destroyed  S  years  after  submittal  or  receipt  of  a  final 
report  in  each  case  or  when  no  longer  needed,  which  ever  is  later. 

System  managerts)  and  address: 

Command  Security  Officer,  DLA;  Heads  of  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER 

Record  access  procedures:  . 

Official  mailing  addresses  of  the  SYSMANAGERS  are  in  the 
Department  of  E^fense  Directory  in  the  appendix  to  the  DLA  sys¬ 
tems  notice.  Written  requests  for  information  should  contain  the  full 
name,  current  address  and  telephone  numbers  of  the  individual.  For 
personal  visits,  the  individual  should  be  able  to  provide  some  accept¬ 
able  identification,  that  is,  driver’s  license,  employing  office  identifi¬ 
cation  card,  and  give  some  verbal  information  that  could  be  verified 
with  the  file. 

Contesting  record  procedures: 

DLA's  rules  for  contesting  contents  as  well  as  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Reports  of  investigation  by  DLA  Security  Officers,  Federal,  State 
and  Local  law  enforcement  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

Parts  of  this  system  may  be  exempt  under  Title  5  U.S.C.  SS2a  (k) 
(2)  as  applicable.  Agency  rules  pertaining  to  this  exemption  are  set 
forth  in  Appendix  C  or  32  CFR  Part  1286  and  DLA  Regulation 
3400.21.  For  additional  information,  contact  the  System  Manager. 

S161.20DLA-T 

System  name: 

161.20  Visitors  and  Vehicle  Temporary  Passes  and  Permits  File 

System  location: 

Decentralized:  Documents  and  records  relating  to  issue,  surrender, 
withdrawal  of  temporary  visitor  and  vehicle  passes  and  permits: 
Heads  of  Defense  Logistics  Agency  (DLA)  Primary  Level  ^Field 
Activities  (PLFA). 

Categories  of  indiridnals  covered  by  the  system: 

All  persons  requiring  temporary  access  to  DLA  activities  and 
facilities. 

Categories  of  records  in  the  system: 

Applications,  surrendered  passes,  permits,  and  related  papers  relat¬ 
ing  to  temporary  visitor  and  vehicle  passes  or  permits. 

Anthority  for  maintenance  of  the  system: 

Section  21  of  the  Internal  Security  Act  1930  (Public  Law  831,  81st 
Congress)  and  Department  of  Defense  Directives  3200.8  and  3103.22 
which  assign  to  the  Director,  DLA  the  responsibility  for  protection 
of  property  and  facilities  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  to  provide  adequate  controls  on  move¬ 
ment  of  vehicles  and  persons  on  DLA  activities  and  facilities.  Infor¬ 
mation  is  used  by  DLA  Security  personnel:  To  ensure  that  only 
authorized  persons  and  vehicles  enter  DLA  activities  and  facilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records,  applications,  surrendered  passes  and  permits.  Paper 
records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  name  and  by  expiration  date. 

Safeguards:  ^ 

Records  are  maintained  in  areas  accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroy  6  months  after  expiration  date. 

System  manageris)  and  address: 

Security  Oflicers  at  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  his  full  name  and 
identity  of  DLA  activity  to  which  access  was  granted;  and  if  individ¬ 
ual  is  or  was  a  DLA  employee,  identity  of  employing  DLA  activity. 

Record  access  procedures: 


OfTicial  mailing  addresses  of  the  SYSMANAGERS  are  in  the 
DoD  Directory  in  the  appendix  to  the  DLA  systems  notice.  Written 
requests  for  inrormation  should  contain  the  full  name,  current  address 
and  telephone  number  of  the  individual.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  identification, 
such  as,  driver’s  license,  employing  office  identification  card,  and 
give  some  verbal  information  that  could  be  verified  from  his  file. 

Contesting  record  procedures: 

DLA’s  rules  for  contesting  contents  and  appealing  initial  determi¬ 
nations  by  the  individual  concerned  may  be  obtained  from  the  SYS¬ 
MANAGERS. 

Record  source  categories: 

Individuals  applying  for  passes  or  permits  and  Security  Office 
personnel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S161.2SDLA-T 

System  name: 

161.23  Individual  Access  Files 

System  location: 

Decentralized:  Documents  relating  to  tjie  request  for  authorization, 
issue,  receipt,  surrender,  withdrawal  and  accountability  pertaining  to 
identification,  badges,  cards  and  passes:  Heads  of  Pnmary  Level 
Field  Activities  (PLFAs)  of  the  Defense  Logistics  Agency  (DLA). 

Categories  of  individuals  covered  by  the  system: 

DLA  civilian  and  military  personnel,  contractor  employees,  and 
other  individuals  granted  or  denied  access  to  DLA  activities  and 
installations. 

Categories  of  records  in  the  system: 

Application  forms,  photographs,  letters  of  debarment,  and  related 
papers.  , 

Authority  for  maintenance  of  the  system: 

.  Section  21  of  the  Internal  Security  Act  1930  (Public  Law  831,  81st 
Congress)  and  Department  of  Defense  (DoD)  Directives  3200.8  and 
3 103.22  which  assign  to'  the  Director,  DLA  the  responsibility  for 
protection  of  property  and  facilities  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  and  used  by  DLA  and  DoD  security 
personnel  and  General  Service  Administration  Protective  Service 
personnel  to  adequately  control  access  to,  and  movement  on  DLA 
activities  and  facilities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  index  cards. 

Retrievability: 

Filed  alphabetically  by  name. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  authorized 
DLA  personnel. 

Retention  and  disposal: 

Records  are  destroyed  1  year  after  termination  or  transfer  of 
person  granted  access,  except  that  individual  badges,  photographs  or 
passes  will  be  destroyed  upon  revocation,  cancellation,  or  expiration. 
Records  relating  to  persons  barred  from  a  facility  will  be  destroyed  3 
years  after  the  person  is  notified  he  is  barred  from  an  activity  or 
installation. 

System  manageKs)  and  address: 

Security  Officers  of  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  appropriate  SYSMANAGER. 

Record  access  procedures: 

Official  mailing  addresses  of  SYSMANAGERS  are  in  the  DoD 
Directory  in  the  appendix  to  the  DLA  systems  notice.  Written  re¬ 
quests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual.  For  personal  visits,  the 
indiv^u^  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver’s  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  from  his  file. 

Contesting  record  procedures: 
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DLA’s  rules  for  contesting  contents  of  records  and  appealing  ini¬ 
tial  determinations  regarding  access  may  be  obtained  from  the  SYS- 
MANAGER. 

Record  source  categories: 

Individuals  applying  for  identification  badge,  card,  or  pass,  security 
personnel,  and  Commanders  who  bar  persons  from  access  to  their 
activities  or  installations. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S161.30DLA-T 

System  name: 

161.30  Motor  Vehicle  Registration  Files 

System  location: 

Decentralized:  Documents  and  records  relating  to  permanent  regis¬ 
tration  of  private  vehicles  to  include  commercial  vehicles:  Defense 
Logistics  Agency  (DLA)  Primary  Level  Field  Activities  (PLFA). 

Categories  of  individuals  covered  by  the  system: 

DLA  civilian  and  military  personnel,  contractor  employees,  ven¬ 
dors,  and  other  persons  requiring  use  of  private  vehicles  on  DLA 
activities  or  facilities. 

Categories  of  records  in  the  system: 

Application  forms  and  related  papers. 

Authority  for  maintenance  of  the  system: 

National  Highway  Safety  Act  of  1966  and  National  Highway 
Safety  Program  Standards,  which  direct  such  programs  as  vehicle 
traffic  supervision,  periodic  motor  vehicle  inspections,  pedestrian 
safety,  police  traffic  services  and  records,  accident  investigation  and 
reporting. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  end  the  purposes  of  such  uses: 

Information  is  maintained  to  provide  adequate  controls  on  move¬ 
ment  of  privately  owned  motor  vehicles  on  DLA  activities  and 
facilities,  consistent  with  safety  and  applicable  traffic  regulations. 

Information  is  used  by  DLA  Security  personnel  to  ensure  that 
only  authorized  vehicles  enter  DLA  facilities  and  activities  and  that 
those  vehicles  carry  required  liability  insurance.  Also,  to  plan  for 
additions  or  reductions  in  parking  requirements  and  to  be  able  to 
identify  vehicles  and  their  owners  by  decal  number  in  the  event  of 
emergency  or  traffic  problems. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  application  cards,  and  on  some  activi¬ 
ties  logs  containing  accountability  for  decals. 

Retrievability: 

Filed  alphabetically  by  last  name  and  cross-referenced  by  decal 
number. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DLA  security 
personnel. 

Retention  and  disposal: 

Destroy  upon  normal  expiration  or  3  years  after  revocation  of 
registration. 

System  manager(s)  and  address: 

Heads  of  PLFAs  which  are  responsible  for  the  installation  on 
which  they  are  located. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  name  of 
DLA  activity  at  which  registration  occurred;  or  if  individual  is  or 
was  a  DLA  employee,  name  of  employing  activity  is  also  required. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGERS  are  in  the 
Department  of  Defense  Directory  in  the  appendix  to  the  DLA  sys¬ 
tems  notice.  Written  requests  for  information  should  contain  the  full 
name,  current  address  and  telephone  numbers  of  the  individual.  For 
personal  visits,  the  individual  should  be  able  to  provide  some  accept¬ 
able  identification,  that  is,  driver’s  license,  employing  office  identifi¬ 
cation  card,  and  give  some  verbal  information  that  could  be  verifled 
with  his  ’case’  folder. 

Contesting  record  procedures: 

DLA  rules  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  SYS¬ 
MANAGER. 


Record  source  categories: 

Information  provided  by  the  applicant  and  DLA  security  person¬ 
nel 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S161.40DLA-T 

System  name: 

161.40  Vehicle  Accident  Investigation  Files 

System  location: 

Decentralized:  Reports,  sketches,  photographs,  alcohol  test  reports, 
and  related  papers  concerning  traffic  accident  investigations:  Heads 
of  Defense  Lx)gistics  Agency  (DLA)  Primary  Level  Field  Activities 
(PLFA). 

Categories  of  individuals  covered  by  the  system: 

Any  person  involved  in  a  vehicle  traffic  accident  on  property 
controlled  by  DLA  or  operating  a  DLA  vehicle. 

Categories  of  records  in  the  system: 

Reports,  sketches,  photographs,  medical  reports  and  related  papers. 

Authority  for  maintenance  of  the  system: 

National  Highway  Safety  Act  of  1966  and  National  Highway 
Safety  Program  Standards,  which  direct  such  programs  as  vehicle 
traffic  supervision,  periodic  motor  vehicle  inspections,  pedestrian 
safety,  police  traffic  services  and  records,  accident  investigation  and 
reporting. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  for  purposes  of  accident  •  cause  identifi¬ 
cation  and  to  formulate  accident  prevention  programs  for  improve¬ 
ment  in  traffic  patterns  and  for  preparation  of  statistical  reports 
required  by  higher  authority. 

Information  is  used  by: 

Security  Officers  and  DLA  Police:  To  determine  actions  required 
to  correct  the  cause  of  the  accident. 

Safety  Officers:  (In  cases  involving  personal  injury.)  To  provide 
verification  in  processing  workmen’s  compensation  cases. 

Claims  Officers:  To  determine  validity  of  claims  against  U.S.  Gov¬ 
ernment,  when  such  are  filed  by  a  person  involved  in  an  accident. 
Federal  Law  Enforcement  Agencies:  (In  cases  involving  fatalities  or 
serious  hit  and  run  accidents.)  To  investigate,  identify  suspects,  and 
to  determine  if  criminality  or  criminal  negligence  was  involved. 

Medical  personnel  both  government  and  non-government  to  make 
medical  determinations  about  individuals  involved  in  accidents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  photographs. 

Retrievability: 

Filed  alphabetically  by  last  name  of  person  involved,  when  known, 
or  by  victims  name  or  by  police  report  number  in  unsolved  hit  and 
run  cases. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroy  after  2  years,  except  that  documentation  pertinent  to 
claims  will  be  maintained  for  10  years  after  final  settlement. 

System  manageris)  and  address: 

Heads  of  PLFAs  who  are  responsible  for  the  DLA  installation  or 
vehicle  involved. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  name  of 
DLA  activity  at  which  accident  occurred;  or  if  individual  is  or  was  a 
DLA  employee,  name  of  employing  activity  is  also  required. 

Record  access  procedures: 

Official  mailing  addresses  of  The  SYSMANAGER  are  in  the  De¬ 
partment  of  Defense  Directory  in  the  appendix  to  the  DLA  systems 
notice.  Written  requests  for  information  should  contain  the  full  name, 
current  address  and  telephone  numbers  of  the  individual.  For  person¬ 
al  visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  that  is,  driver’s  license,  employing  office  identification 
card,  and  give  some  verbal  information  that  could  be  verified  from 
his  file. 

Contesting  record  procedures: 
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DLA’s  rules  for  contesting  contents  and  appending  initial  determi¬ 
nations  by  the  individual  concerned  may  be  obtained  from  the  SYS- 
MANAGER. 

Record  source  categories: 

DLA,  EJepartment  of  Defense,  General  Services  Administration 
Police,  Federal  Law  Enforcement  Agencies,  Medical  facilities. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S161.S0DLA-T 

System  name:  ^ 

161. SO  Traffic  Violations  File  ^ 

System  location: 

Decentralized:  Documents  relating  to  traffic  citations  for  moving 
and  non-moving  violations,  withdrawal  of  driving  privileges  and  re¬ 
lated  papers:  Ctefense  Logistics  Agency  (DLA)  Primary  Level  Field 
Activities  (PLFA). 

Categories  of  individuals  covered  by  the  system: 

All  persons  who  commit  a  traffic  violation  on  DLA  controlled 
property. 

Categories  of  records  in  the  system: 

Traffic  tickets,  documents  relating  to  withdrawal  of  driving  privi¬ 
leges,  and  reports  of  corrective  or  disciplinary  action  taken. 

Authority  for  maintenance  of  the  system:  ■ 

National  Highway  Safety  Act  of  1966  and  National  Highway 
Safety  Program  Standards,  which  direct  such  programs  as  vehicle 
traffic  supervision,  periodic  motor  vehicle  inspections,  pedestrian 
safety,  police  traffic  services  and  records,  accident  investigation  and 
reporting. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  to  identify  traffic  offenders,  to  enforce 
applicable  traffic  regulations  and  to  promote  safety.  Information  is 
u^  by: 

DLA  Security  Officers  DLA  and  DoD  To  identify  traffic  viola¬ 
tions,  to  enforce  applicable  traffic  regulations,  to  promote  safety  and 
to  initiate  corrective  or  disciplinary  action  against  the  offenders. 

DLA  supervisors  and  managers  •  to  take  corrective  or  disciplinary 
action  against  offenders  under  their  supervision. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  ticket  books,  card  index  files. 

Retrievability: 

Filed  alphabetically  by  last  name  of  the  offender,  and  cross-in¬ 
dexed  by  ticket  number. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroyed  after  2  years 

System  manageKs)  and  address: 

Heads  of  PLFA’s  which  have  responsibility  for  managing  traffic 
on  the  installation. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  name  of 
DLA  activity  at  which  violation  occurred;  or  if  individual  is  or  was 
a  DLA  employee,  name  of  employing  activity  is  also  required. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGER  are  in  the  DoD 
Directory  in  the  appendix  to  the  DLA  systems  notice.  Written  re¬ 
quests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver’s  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  from  his  file. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

DLA,  DoD  Security  Police  and  traffic  offenders. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 


S161.60DLA-T 

System  name:  ^  v 

161.60  Seizure  and  Disposition  of  Property  Records 

System  location: 

Decentralized  •  Documents  pertaining  to  acquisition,  storage  and 
disposition  of  contraband  and  physical  evidence:  Defense  Logistics 
Agency  (DLA),  Primary  Level  Field  Activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

Any  person  identified  on  DLA  controlled  property,  as  being  in 
possession  of  contraband  or  physical  evidence  connected  with  crimi¬ 
nal  offense. 

Categories  of  records  in  the  system: 

Receipts,  chain  of  custody  documents,  release,  and  disposition  or 
destruction  certificates. 

Authority  for  maintenance  of  the  system: 

Section  21  of  the  Internal  Security  Act  1950  (Public  Law  831,  81st 
Congress)  and  Department  of  Defense  (DoD)  Directives  5200.8  and 
5105.22  which  assign  to  the  Director,  DLA  the  responsibility  for 
protection  of  property  and  facilities  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  and  used  by  DLA  security  personnel  to 
provide  accountability  for  confiscated  contraband  and  acquired  phys¬ 
ical  evidence.  To  maintain  chain  of  custody  on  evidence  for  presenta¬ 
tion  in  court  in  cases  requiring  criminal  prosecution.  Information  will 
be  provided  to  local,  state,  and  federal  law  enforcement  agencies  and 
courts  of  competent  jurisdiction  when  criminal  action  is  teing  taken. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  files  and  property  logs. 

Retrievability: 

Filed  by  property  log  number,  and  last  name,  if  a  person  has  been 
identified  in  the  particular  case;  by  incident  number  if  property  was 
found  on  the  premises  or  recovered  from  a  crime  scene. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroy  3  years  after  final  action  on  or  disposition  of  the  property 
and  responsibility  therefore  has  been  appropriately  terminated. 

System  manageKs)  and  address: 

Heads  of  PLFAs  who  are  responsible  for  investigating  suspected 
criminal  acts. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGER  are  in  the  DoD 
Directory  in  the  appendix  to  the  DLA  systems  notice.  Written  re¬ 
quests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual.  For  personal  visits,  the 
individu^  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver’s  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  from  his  file. 

Contesting  record  procedures: 

DLA’s  rules 'fpr  contesting  contents  and  appealing  initial  determi¬ 
nations  by  the  individual  concerned  may  be  obtained  from  the  SYS¬ 
MANAGER. 

Record  source  categories: 

Individuals  involved,  security  personnel,  local,  state  and  Federal 
Law  Enforcement  Agencies  and  DoD  investigative  agencies  provid¬ 
ing  support  to  DLA. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S161.70DLA-T 

System  name: 

161.70  Firearms  Registration  Records 

System  location: 

Decentralized  -  Firearms  registration  forms:  Defense  Logistics 
Agency  (DLA),  Primary  Level  Field  Activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel  having  privately  owned  firearms 
and  occupying  quarters  on  DLA  controlled  activities  or  facilities. 
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Categories  of  records  in  the  system: 

Firearms  registration  forms,  and  other  documents  relating  to  regis¬ 
tration  of  privately  owned  firearms. 

Authority  for  maintenance  of  the  system: 

Section  21  of  the  Internal  Security  Act  1950  (Public  Law  831,  81st 
Congress)  and  Department  of  Defense  DoD  Directives  5200.8  and 
5105.22  which  assign  to  the  Director,  DLA  the  responsibility  for 
protection  of  property  and  facilities  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  by  DLA  Security  personnel  to  ensure  proper 
maintenance  and  safekeeping  of  privately  owned  weapons  by  person¬ 
nel  residing  on  DLA  controlled  premises.  Records  are  also  used  to 
identify  the  owner  of  a  particular  weapon  by  DoD  security  person¬ 
nel,  local,  state,  and  federal  law  enforcement  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  the  owner  of  the  firearm. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroy  6  months  after  cancellation  of  registration  or  departure  of 
the  registrant  from  the  jurisdiction  of  the  registering  activity. 

System  manager(s)  and  address: 

Heads  of  PLFAs  who  are  responsible  for  base  housing  on  a  DLA 
installation. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  identity 
of  DLA  installation  upon  which  he  resided. 

Record  access  procedures: 

Official  mailing  addresses  of  SYSMANAGER  are  in  the  DoD 
Directory  in  the  appendix  to  the  DLA  systems  notice.  Written  re¬ 
quests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver's  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  from  his  file. 

Contesting  record  procedures: 

DLA’s  rules  for  contesting  contents  and  appealing  initial  determi¬ 
nations  by  the  individual  concerned  may  be  obtained  from  the  SYS¬ 
MANAGER. 

Record  source  categories: 

Persons  registering  firearms,  and  DLA  security  personnel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S162.60DLA-T 

System  name: 

162.60  Police  Force  Records 

System  location: 

Decentralized  •  Documents  relating  to  the  operation  and  use  of 
security  police:  Defense  Logistics  Agency  (DLA)  Primary  Level 
Field  Activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

DLA  Security  Police  personnel.  • 

Categories  of  records  iu  tbd  system: 

Documents  relating  to  operation  and  use  of  police,  security  clear¬ 
ances,  weapons  qualification,  training,  uniforms,  weapons,  ^ift  as¬ 
signments  and  related  papers. 

Authority  for  maintenance  of  the  system: 

Section  21  of  the  Internal  Security  Act  1950  (Public  Law  831,  81st 
Congress)  and  Department  of  Defense  (DoD)  Directives  5200.8  and 
5105.22  which  assign  to  the  Director,  DLA  the  responsibility  for 
protection  of  property  and  facilities  under  his  control. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  and  used  by  DLA  Security  Officers  and 
Police  Supervisors  to  maintain  control  of  property,  weapons  and 
ammunition;  to  ensure  proper  training;  to  develop  schedules  and 
procedures  to  improve  efficiency.  Records  are  used  to  determine  if 


an  individual  is  qualified  in  the  use  of  firearms  and  if  he  has  a 
security  clearance  which  would  authorize  him  to  handle  classified 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  weapon  cards,  and  property  receipts. 

Retrievability: 

Filed  in  alphabetical  order  by  name. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DLA  security 
supervisory  personnel.  ~ 

Retention  and  disposal: 

Destroy  after  5  years  or  when  superseded  or  obsolete,  as  applica¬ 
ble. 

System  manager(s)  and  address: 

Heads  of  PLFAs  who  are  responsible  for  the  operation  of  base  or 
facility  security  forces. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGERS  are  in  the 
DoD  Directory  in  the  appendix  to  the  DLA  systems  notice.  Written 
requests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver’s  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  from  his  file. 

Contesting  record  procedures: 

DLA’s  rules  for  contesting  contents  and  appealing  initial  determi¬ 
nations  by  the  individual  concerned  may  be  obtained  from  the  SYS¬ 
MANAGER. 

Record  source  categories: 

DLA  Security  Officers  and  Security  Police  personnel.  , 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S214.10DCRN-MA 

System  name: 

214.10  Emergency  Transportation  of  Essential  Personnel 

System  location: 

Plans  and  Analysis  Division,  Office  of  Planning  and  Management, 
Defense  Contract  Administration  Services  Region,  New  York 
(DCASR,  N.Y.) 

Categories  of  individuals  covered  by  the  system: 

Essential  civilian  and  military  per^nncl  assigned  to  Headquarters 
DCASR,  N.Y.  and  HQ  Defense  Contract  Administration  &rvices 
District,  New  York  (DCASD,  N.Y.)  w'ho  would  require  transporta¬ 
tion  to  their  duty  station  in  the  event  of  a  disruption  of  public 
transportation  in  New  York  City  caused  by  any  reason. 

Categories  of  records  in  the  system: 

Data  pertaining  to  designated  essential  personnel  which  includes: 
full  name,  organization  of  assignment,  home  address.  Postal  Zone 
Improvement  Plan  (ZIP)  Code,  home  and  office  telephone  numbers, 
indication  of  ownership  of  a  private  vehicle,  indication  of  possession 
of  a  valid  State  drivers  license,  indication  of  possession  of  a  valid 
United  States  (US)  government  drivers  license,  indication  of  whether 
an  individual  would  or  would  not  drive  their  privately  owned  vehi¬ 
cle  in  a  car  pool,  indication  whether  an  individual  would  or  would 
not  drive  a  US  government  vehicle  in  a  car  pool,  indication  of 
individual’s  normal  means  of  transportation  to  their  duty  station. 

Authority  for  maintenance  of  the  system: 

Executive  Order  1 1490,  Assigning  Emergency  Preparedness  Func¬ 
tions  to  Federal  Departments  and  Agencies,  directs  departments  and 
agencies  of  the  Federal  Government  to  develop  such  plans  as  may  be 
necessary  to  assure  that  it  will  be  able  to  perform  its  essential  func¬ 
tions  in  any  emergency.  Department  of  Defense  Directive  3020.26 
directs  Department  of  Defense  (DoD)  components  to  ’prepare  a 
Continuity  of  Operations  Plan  (COOP)  in  implementation  of  this 
directive.’ 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  data  is  maintained  and  used  for  the  purpose  of  determining,  in 
a  transportation  disruption  situation,  how  to  accommodate  essential 
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personnel  assigned  to  HQ  DCASR-NY,  and  HQ  DCASD-NY  as 
concerns  supplying  them,  or  directing  them  to  sources  of  transporta¬ 
tion  which  will  enable  them  to  report  to  their  duty  station  for  the 
purpose  of  conducting  essential  agency  business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Data  is  on  computer  magnetic  tape. 

Retrievability: 

Data  is  retrieved  by  entering  User  number,  program  name,  and 
identification  number  assigned  each  designated  essential  individual. 
Computerized  indices  are  utilized. 

Safeguards: 

Records  can  only  be  accessed  by  agency  personnel. 

Retention  and  disposal: 

Records  are  destroyed  when  obsolete,  superseded  or  no  longer 
required  for  planning  or  emergency  purposes. 

System  manageris)  and  address: 

Chief,  Plans  and  Analysis  Division,  Office  of  Planning  and  Man¬ 
agement,  DCASR-NY 

Notification  procedure:  _ 

Written  or  personnel  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  organi¬ 
zation  assignment. 

Record  access  procedures: 

Official  mailing  address  is  in  the  DoD  Directory  in  the  appendix  to 
the  DLA  systems  notice. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individual's  supervisor. 

Systems  exempted  from  eertain  provisions  of  the  act: 

None 

S214.20DLA-L 

System  name: 

214.20  Emergency  Assignment  and  Training  Records 

System  location: 

Headquarters  Defense  Logistics  Agency  (DLA)  and  all  DLA  field 
activities. 

Categories  of  individuals  covered  by  the  system: 

Present  DLA  civilian/military  personnel  who  have  volunteered 
for,  or  been  designated  to  perform,  some  duty  or  assignment  in  time 
of  emergency  that  is  not  regularly  included  in  their  present  duties. 
Former  personnel  who  have  recently  left  the  activity  may  also  be 
included  to  the  extent  that  the  records  have  not  yet  been  purged  of 
their  names. 

Categories  of  records  in  the  system: 

Individuals'  names,  grades,  organizational  locations,  titles,  office 
and  residential  phone  numbers,  training  as  pertaining  to  emergency 
duties,  security  clearance,  experience  in  performing  emergency 
duties,  authority  to  operate  Government  vehicles,  emergency  assign¬ 
ment,  agreement  to  perform  emergency  duties,  and  similar  informa¬ 
tion  related  to  the  emergency  assignment. 

Authority  for  maintenance'of  the  system: 

50  U.S.C.,  402  through  405,  National  Security  Act  of  1947;  50 
U.S.C..  App.  2251,  Federal  Civil  Defense  Act  of  1950;  E.O.  10952, 
Assigning  Civil  Defense  Responsibilities  to  the  Secretary  of  Defense, 
EXD  114%,  Assigning  Emergency  Preparedness  Functions  to  Federal 
Departments  and  Agencies 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  records  are  used  by  the  management  and  supervisory  person¬ 
nel  of  DLA  in  the  day-to-day  planning  and  management  of  emergen¬ 
cy  actions.  These  include  the  war  and  emergency  support  plan, 
staffing  of  fallout  shelters,  physical  security  of  the  post  or  other 
premises,  and  similar  purposes.  The  use  might  involve  emergencies  of 
both  a  civil  or  military  nature,  in  time  of  peace  or  war,  and  would 
also  include  natural  as  well  as  man-made  disasters. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 


Paper  records  and  card  files. 

Retrievability: 

Accessed  by  organization,  type  of  emergency  assignment,  or  indi¬ 
vidual  name. 

Safeguards: 

Maintained  in  areas  accessible  only  to  authorized  DLA  manage¬ 
ment  and  staff,  and  afforded  appropriate  protection  at  all  times. 

Retention  and  disposal: 

Continuous  updating/purging  to  reflect  current  information. 

System  manageris)  and  address: 

Chief,  Military  Plans  Division,  HQ  DLA;  and  commanders,  DLA 
Primary  Level  Field  Activities  and  subordinate  field  activities. 

Notification  procedure: 

Written  or  personal  requests  should  be  directed  to  the  SYSMAN¬ 
AGER. 

Record  access  procedures: 

Individuals  should  contact  SYSMANAGER.  Official  mailing  ad¬ 
dresses  are  in  the  DoD  directory  in  the  appendix  to  the  DLA 
systems  notice.  Written  requests  should  include  the  requestor's  full 
name,  job  title  and  name  of  organization  where  employed  or  former¬ 
ly  employed.  For  personal  visits,  employee  should  be  able  to  provide 
some  acceptable  identification  such  as  driver's  license  or  employee 
identification  badge. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Information  contained  in  the  system  is  obtained  from  the  employ¬ 
ee,  official  personnel  records,  and  present  and  former  supervisors. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. 

S233.10DLA-K 

System  name: 

233.10  Work  Assignment,  Performance  and  Productivity  Records 
and  Reporting  Systems 

System  location: 

Immediate  supervisor  and  other  appropriate  supervisory  and  man¬ 
agement  levels  within  the  individual  primary  level  field  activities  of 
the  Defense  Logistics  Agency  (DLA)  or  of  the  DLA  Headquarters. 
Some  or  all  of  the  records  listed  may  or  may  not  be  kept  by  any 
particular  supervisor  or  at  any  particular  organizational  level. 

Categories  of  individuals  covered  by  the  system: 

Employees  of  organizational  segments  for  which  such  records  are 
kept  or  former  such  employees. 

Categories  of  records  in  the  system: 

Descriptions  of  individual  assignments,  target  dates,  progress 
against  targets,  hours  expended  against  particular  assignments  or  cat¬ 
egories  of  assignments,  cost  accounting  codes  and  similar  workload 
data,  including  such  matters  as  number  of  contracts  or  projects  as¬ 
signed  and  description  of  assignments. 

Authority  for  maintenance  of  the  system: 

Chapter  33,  Title  5,  United  States  Code,  5  U.S.C.  301,302. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  is  used  by  the  employee's  immediate  supervisor 
and  other  appropriate  management  officials  to  record  and  make  re¬ 
ports  on  individual' work  assignments  and  the  amount  of  effort  devot¬ 
ed  to  each  assignment.  The  information  is  used  to  schedule  work, 
make  progress  reports  and  supervise  and  control  workload.  It  is  used 
to  assure  that  workload  is  equitably  assigned  and  to  determine  which 
employees  have  performed  which  categories  of  assignment  in  order 
to  determine  the  experience  for  assignment  of  new  work  or  for 
resolving  problems,  such  as  those  related  to  a  particular  item  or  a 
particular  contract.  The  data  may  also  be  used  to  evaluate  individual 
and  group  performance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  or  binders  and  file  index  cards. 

Retrievability: 

Retrievable  by  employee's  name,  although  records  may  be  filed 
chronologically  or  by  type  of  assignment. 
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Safeguards: 

Records  are  maintained  in  Hie  cabinets  and  are  accessible  to  au¬ 
thorized  agency  personnel  only. 

Retentioa  and  disposal: 

Records  are  retained  so  long  as  the  employee  is  engaged  in  the 
same  work  in  the  same  organizational  se^ent,  but,  in  no  case, 
longer  than  5  years.  Records  are  destroyed  when  employees  leave 
the  job  or  the  organizational  unit,  or  5  years  have  elaps^. 

System  omnagerts)  and  address: 

The  Commander^  DLA  Primary  Level  Field  Activities. 

Notification  procedure: 

Individual  inquiries  as  to  what  work  assignment  records  are  main¬ 
tained  regarding  a  given  person  should  be  directed  to  the  immediate 
or  second  line  supervisor. 

Record  access  procedures: 

Persona]  or  written  requests  for  the  content  of  the  record  should 
be  addressed  to  the  first  or  second  line  supervisor.  Written  requests 
for  information  may,  however,  be  addressed  to  the  SYSMANAGER 
and  should  identify  the  employee  by  name  and  organizational  seg¬ 
ment.  Official  mailing  addresses  of  the  SYSMANAGER.  are  in  the 
Department  of  Defense  directory  in  the  appendix  to  the  DLA  sys¬ 
tems  notice.  For  personal  visits  to  the  SYSMANAGER,  the  individ¬ 
ual  should  provide  some  acceptable  identification,  sucl\  as  activity 
identification  card  or  driver’s  license. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee’s  supervisors  or  team  leaders. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S233.20DLA-L 

System  name: 

233,20  Data  Processing  Project  Control  Assignment  and  Machine 
Utilization 

System  lo^tion: 

System  may  exist  at  all  Defense  Logistics  Agency  (DLA)  Primary 
Level  Field  Activities  (PLFAs),  Data  Systems  Automation  Office 
(DSAO)  and  Systems  Division,  Assistant  Director  Plans,  Programs, 
and  Systems,  Headquarters  DLA. 

Categories  of  individuals  covered  by  the  system: 

This  system  may  contain  information  pertaining  to  all  civilian 
personnel  assigned  to  or  performing  duties  in  a  DLA  data  processing 
organization. 

Categories  of  records  in  the  system: 

The  basic  records  within  the  system  contain  information  on  the 
work  performed  by  personnel.  This  may  include  total  number  of 
hours  worked  on  a  project  with  an  expected  completion  date.  On 
operational  projects,  personnel  time  may  be  accumulated  to  show  the 
amount  of  time  spent  on  a  particular  project.  This  information  can  be 
for  a  specific  incident,  week  or  month.  Also  data  on  equipment  usage 
and  volume  of  production. 

Authority  for  maintenance  of  the  system: 

40  U.S.C.,  Sec  F  59,  Procurement,  Maintenance,  Operation,  and 
Utilization  of  Automatic  Data  Processing  Equipment 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

These  reports  are  used  for  the  internal  management  of  the  Auto¬ 
mated  Data  Processing  (ADP)  Divisions’  resources,  both  for  person¬ 
nel  and  equipment  usage.  They  are  used  to  evaluate  progress  on 
uncompleted  projects,  work  accomplished  on  an  accumulated  basis 
and  may  be  used  in  forecasting  the  capability  for  acceptance  for 
additional  work  projects,  and  in  evaluating  individual  job  perform¬ 
ance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  basic  updated  data  is  contained  on  computer  reading-storage 
media  and  printouts. 

Retrievability: 

Information  may  be  retrieved  by  employee  number,  name,  day  and 
work  project  or  equipment  type. 

Safeguards: 


Records  are  filed  in  an  area  accessible  only  by  DLA  personnel. 

Retentioa  and  disposal: 

Retain  five  years  or  when  obsolete. 

System  managerts)  and  address: 

Chief  of  Data  Processing,  DLA  PLFAs;  Chief  of  DSAO;  and 
Chief  of  Systems  Division,  Assi.stant  Director  Plans,  Programs,  and 
Systems,  Headquarters,  DLA. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  the 
month  or  months  in  which  the  individual  engaged  in  data  processing 
work.  Official  mailing  addresses  are  contain^  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  DLA  systems  notice. 

Record  access  procedures: 

Individual  may  contact  SYSMANAGER  for  access  procedure. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individuals  assigned  to  the  data  processing  organization. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S243.30DLA-K 

System  name: 

243.30  Complaints 

System  location: 

Staff  Director,  Civilian  Personnel,  Headquarters  Defense  Logistics 
Agency  (HQ  DLA),  and  primary  level  field  activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

DLA  Civilian  and  military  personnel,  and  former  personnel,  con¬ 
tractor  employees,  union  spokesmen,  and  other  individuals  and  orga¬ 
nizations  who  have  presented  complaints  to  the  President,  Members 
of  Congress,  Secretary  of  Defense,  Director  of  Defense  Logistics 
Agency  (DLA),  or  other  offical  which  have  been  referred  to  Staff 
Director  of  Civilian  Personnel,  Headquarters  DLA,  for  response, 
action  or  information. 

Categories  of  records  ia  the  system: 

Case  files  concern  complaints  to  the  President,  Members  of  Con¬ 
gress,  Secretary  of  Defense,  Director  of  Defense  Logistics  Agency 
and  Staff  Director  for  Civilian  Personnel,  Headquarters  Defense  Lo¬ 
gistics  Agency.  These  include  letters,  telegrams,  reports,  statements 
of  witnesses,  input  from  staff  elements  and  field  activities,  and  related 
and  supporting  papers  regarding  specific  complaint 

Authority  for  maintenance  of  the  system: 

5U.S.C.  552;  E.O.  11491;  Department  of  Defense  Directive  5400.4, 
20  February  1971  and  titled;  Provision  of  Information  to  Congress; 
and  Department  of  Defense  Directive  5105.22,  titled:  Defense  Logis¬ 
tics  Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose:  Information  is  collected  in  order  to  base  reply  to  com¬ 
plaint  and  to  determine  need  for,  and  course  of  action  to  be  taken 
regarding  complaint. 

Information  is  used  by:  Agency  Director  and  staff,  field  Command¬ 
ers,  Managers  and  supervisors  in  replying  to  additional  inquiries  and 
for  bringing  to  attention  of  higher  level  Management,  when  appropri¬ 
ate. 

Information  is  used  by  complainant  for  his  own  purpose.  Informa¬ 
tion  is  furnished  to  individuals  or  organizations  who  wrote  to  DLA 
on  behalf  of  the  complainant  and  who  use  it  to  respond  to  the 
complainant,  or  for  other  related  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  a  log  book. 

Retrievability: 

Complaints  to  the  President  and  Members  of  Congress  are  filed 
alphabetically  by  last  name  of  individual  or  employee  or  by  DLA 
activity  name.  Employee  group  complaints  are  filed  under  the  activi¬ 
ty  where  originated.  Union  or  Civil  Rights  organization  complaints, 
complaints  to  the  Secretary  of  Defense  and  to  the  Director  of  DLA 
are  filed  under  complaints  in  one  folder,  or  by  activity  name. 

Individuals  can  be  located  within  activity  files. 
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Safeguards: 

Records  are  maintained  in  locked  filing  cabinets  in  areas  accessible 
only  to  Agency  personnel. 

Retention  and  disposal: 

Records  are  retained  in  active  file  until  end  of  calendar  year  and 
held  one  to  three  additional  years  in  inactive  file  and  subsequently 
retired  to  Federal  Records  Center.  After  a  total  of  ten  years  records 
are  destroyed. 

System  managerts)  and  address: 

Staff  Director,  Civilian  Personnel,  HQ  DLA,  and  Civilian  Person¬ 
nel  Officers,  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name,  the  name  of 
any  DLA  activity  involved,  and  general  nature  of  complaint  individ¬ 
ual  believes  to  be  filed  in  this  system. 

Record  access  procedures: 

Written  requests  for  information  should  be  addressed  to  the  SYS¬ 
MANAGER  and  contain  the  full  name,  current  address  and  tele¬ 
phone  number  of  the  individual,  and  the  general  nature  of  complaint 
individual  believes  to  be  filed  in  this  system.  For  personal  visits, 
individual  should  also  be  able  to  provide  some  acceptable  identifica¬ 
tion,  that  is,  drivers  license,  work  identification  card,  and  give  some 
verbal  information  that  could  be  verified  with  his  case  folder. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee’s  supervisors,  civilian  personnel  office  of  employee’s  ac¬ 
tivity,  U.S.  Civil  Service  Commission,  Agency  staff  elements,  other 
Federal  Agencies,  DLA  activities  or  other  parties  that  may  have 
information  pertinent  to  specific  complaint,  or  an  interest  in  the 
complaint. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S252.50  DLA-G 

System  name: 

2S2.SO  Claims  &  Litigation,  other  than  Contractual 

System  location: 

Primary  System-Case  files  on  claims  or  potential  claims  against 
the  Government,  law  suits  and  potential  law  suits  arising  from  the 
non-contractual  operation  of  the  Defense  Logistics  Agency  (DLA); 
Office  of  Counsel,  Headquarters,  DLA.  Decentralizi^  segments- 
corresponding  files  at  Offices  of  Counsel,  DLA  Field  Activities. 

Categories  of  individuals  covered  by  the  system: 

Employees,  groups  of  employees,  members  of  the  general  public 
and  public  interest  organizations. 

Categories  of  records  in  the  system: 

Letters  from  individuals  and/or  other  attorneys.  Agency  or  other 
investigative  reports,  witness  statements,  complaints,  pleadings  and 
other  court  documents,  litigation  reports,  working  papers  and  drafts; 
documentary  and  physical  evidence. 

Authority  for  maintenance  of  the  system: 

These  files  are  created  and  maintained  pursuant  to  the  direction  of 
the  Attorney  General  of  the  United  States  under  the  authority  con¬ 
tained  in  Chapter  31,  Title  28,  of  the  United  States  Code,  The 
Attorney  General. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  in  settlement  of  claims  or  lawsuits.  Information 
is  used  in  the  defense  and  prosecution  of  law  suits  involving  DLA. 

Information  is  used  by  Government  attorneys  in  this  Agency, 
individual  claimants  or  litigants  or  their  representatives,  the  Depart¬ 
ment  of  Defense,  the  Department  of  Justice,  and  other  Executive 
agencies  as  appropriate  and  the  General  Accounting  Office  in  the 
conduct  of  litigation  and  administrative  settlement  of  claims. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and/or  card  index  files. 

Retrievability: 

Filed  alphabetically  by  the  name  of  the  litigant  and/or  by  year. 

Safeguards: 


Records  are  maintained  in  areas  accessible  only  to  Agency  person¬ 
nel. 

Retention  and  disposal: 

Files  are  destroyed  ten  years  after  final  disposition  of  claim. 

System  manager(s)  and  address: 

Counsel,  Headquarters,  DLA;  Counsel,  DLA  Field  Activities 

Notification  procedure: 

Written  requests  for  information  shall  be  directed  to  the  SYS¬ 
MANAGER.  Request  must  contain  name  of  litigant,  year  of  inci¬ 
dent,  and  should  contain  court  case  number  in  order  to  insure  proper 
retrieval  in  those  situations  where  a  single  litigant  has  niore  than  one 
case  with  the  Agency. 

Record  access  procedures: 

Official  mailing  addresses  are  in  the  DoD  Directory  in  the  appen¬ 
dix  to  the  DLA  systems  notice.  Written  requests  for  information 
should  contain  the  full  name,  current  address  and  telephone  number 
of  the  individual. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Agency  investigation  and  legal  discovery  under  the  Federal  Rules 
of  Civil  Procedure. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S253.10  DLA-G 

System  name: 

2S3.I0  Invention  Disclosures 

System  location: 

Files  of  Patent  Counsel,  Defense  Logistics  Agency,  DLA-G 

Categories  of  individuals  covered  by  tbe  system: 

Employees  and  military  personnel  assigned  to  DLA  who  have 
submitted  invention  disclosures  to  DLA-G 

Categories  of  records  in  the  system: 

Files  documenting  invention  disclosures  and  investigation  as  to 
patentability  thereof. 

Authority  for  maintenance  of  the  system: 

E.O.  10096,  Jan.  23,  1950  as  amended  by  E.O.  10930,  Mar.  24,  1961 
Defense  Logistics  Procurement  Regulation,  9-OOO.SO. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  DLA  Patent  Counsel  for  determinations  regarding  acqui¬ 
sition  of  patents  and  rights  of  inventors.  Information  may  be  referred 
to  other  Government  agencies  or  to  non-Government  personnel  (in¬ 
cluding  contractors  or  prospective  contractors)  having  an  identified 
interest  in  a  particular  invention  and  the  Government’s  rights  therein. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  card  index  files. 

Retrievability: 

Filed  by  names  of  inventors. 

Safeguards: 

Accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroyed  26  years  after  file  is  closed. 

System  managerts)  and  address: 

Counsel,  DLA-G. 

Notification  procedure: 

Direct  information  requests  to  SYSMANAGER. 

Record  access  procedures: 

Official  mailing  address  of  the  SYSMANAGER  IS  Office  of 
Counsel,  Defense  Logistics  Agency.  Written  requests  should  include 
full  name,  current  address  and  telephone  numbers  of  requestor.  For 
personal  visits,  each  individual  shall  provide  acceptable  identification, 
e.g.,  driver’s  license  or  identification  card. 

Contesting  record  procedures: 

This  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 


DLA  Patent  Counsel’s  investigation  of  published  and  unpublished 
records  and  files  both  within  and  without  the  Government,  consulta¬ 
tion  with  Government  and  non-Government  personnel,  information 
from  other  Government  agencies  and  information  submitted  by  Gov¬ 
ernment  officials  or  other  persons  having  a  direct  interest  in  the 
subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S253.30DLA-G  I 

System  name: 

253.30  Royalties 
'  System  location: 

Files  of  Patent  Counsel,  Defense  Logistics  Agency  DLA-G 

Categories  of  individuais  covered  by  the  system: 

Individuals  and  firms  to  whom  patent  royalties  are  paid  by  De¬ 
fense  Logistics  Agency  contractors 

Categories  of  records  in  the  system: 

Reports  from  DLA  procurement  centers  of  patent  royalties  submit¬ 
ted  pursuant  to  Armed  Services  Procurement  Regulation  under 
Report  (ASPR)  forwarded  to  Defnse  Logistics  Agency  Headquar¬ 
ters,  Office  of  Council  for  approval,  and  included  in  pricing  of 
respective  contracts. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  2304(g)  DLPR  9-110  ASPR  9-110; 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Review  by  DLA  Patent  Counsel  for  approval  of  royalties  on 
continuing  basis.  Information  may  be  referred  to  other  Government 
agencies  or  to  non-Oovernment  personnel  (including  contractors  or 
prospective  contractors)  having  an  identified  interest  in  the  allow¬ 
ance  of  royalties  on  DLA  contracts. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  card  index  files. 

Retrievability: 

Filed  by  patent  number.  From  numbers,  names  of  inventors  and 
patent  owners  are  retrievable. 

Safeguards: 

Accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroyed  after  26  years. 

System  manager(s)  and  address: 

Counsel,  DLA-G. 

Notification  procedure: 

Direct  information  requests  to  SYSMANAGER. 

Record  access  procedures: 

Official  mailing  address  of  the  SYSMANAGER  IS  Office  of 
Counsel,  Defense  Logistics  Agency.  Written  requests  should  include 
full  name,  current  address  and  telephone  numbers  of  requestor.  For 
personal  visits,  each  individual  shall  provide  acceptable  identification, 
e.g.,  driver's  license  or  identification  card. 

Contesting  record  procedures: 

This  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

DLA  Patent  Counsel’s  investigation  of  published  and  unpublished 
records  and  files  both  within  and  without  the  Government,  consulta¬ 
tion  with  Government  and  non-Government  personnel,  information 
from  other  Government  agencies  and  information  submitted  by  Gov¬ 
ernment  officials  or  other  persons  having  a  direct  interest  in  the 
subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S253.30DLA-G  2 

System  name: 

253.30  Patent  Licenses  and  Assignments 

System  location: 

Files  of  Patent  Counsel,  Defense  Logistics  Agency  (DLA),  DLA- 
G. 

Categories  of  individuals  covered  by  the  system: 


Individuals  and  firms  which  have  granted  patent  licenses  or  assign¬ 
ments  to  DLA. 

Categories  of  records  in  the  system: 

Files  including  patent  license  and  assignment  agreements  and  ac¬ 
counting  records  indicating  basis  for  Government  payment  of  royal¬ 
ties  during  life  of  agreements. 

Authority  for  maintenance  of  the  system: 

10  U.S.  Code  2386  Armed  Services  Procurement  Regulation 
(ASPR)  9,  Part  4;  Defense  Logistics  Procurement  Regulation 
(DLPR)  9-401.50 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  DLA  Patent  Counsel  for  acquisition  and  administration  of 
patent  license  and  assignment  agreements.  Information  may  be  re¬ 
ferred  to  other  Government  agencies  or  to  non-Government  person¬ 
nel  (including  contractors  or  prospective  contractors)  having  an  iden¬ 
tified  interest  in  the  potential  or  actual  infringement  of  particular 
patents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  card  index  files. 

Retrievability: 

Filed  by  name  of  individual  or  firm  granting  rights. 

Safeguards: 

Accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroyed  26  years  after  file  is  closed. 

System  manager(s)  and  address: 

Counsel,  DLA-G. 

Notification  procedure: 

Direct  information  requests  to  SYSMANAGER. 

Record  access  procedures: 

Official  mailing  address  of  the  Sysmanager  is  Office  of  Counsel. 
Defense  Logistics  Agency.  Written  requests  should  include  full 
name,  current  address  and  telephone  numbers  of  requestor.  For  per¬ 
sonal  visits,  each  individual  'shall  provide  acceptable  identification, 
e.g.,  driver’s  license  or  identification  card. 

Contesting  record  procedures: 

This  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

DLA  Patent  Counsel’s  investigation  of  published  and  unpublished 
records  and  files  both  within  and  without  the  Government,  consulta¬ 
tion  with  Government  and  non-Government  personnel,  information 
from  other  Government  agercies  and  information  submitted  by  Gov¬ 
ernment  officials  or  other  persons  having  a  direct  interest  in  the 
subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S253.40DLA-G 

System  name: 

253.40  Patent  Infringement. 

System  location: 

Files  of  Patent  Counsel,  Defense  Logistics  Agency,  DLA-G 

Categories  of  individuals  covered  by  the  system: 

Individuals  and  firms  involved  in  potential  or  actual  claims  or 
litigation  against  Government  for  infringement  of  patents. 

Categories  of  records  in  the  system: 

Investigative  files  relating  to  patentability  and  enforceability  of 
asserted  patents  and  procurement  of  accused  items. 

Authority  for  maintenance  of  the  system: 

10  U.S.Code  2386;  U.S.Code  2356;  28  U.S.Code  520;  28  U.S.Code 
1498;  35  U.S.Code  181-188;  and  35  U.S.Code  286.  Armed  Services 
Procurement  Regulation  (ASPR)9,  Part  4;  Defense  Logistics  Pro¬ 
curement  Regulation  (DLPR)  9-401.50. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  DLA  Patent  Counsel  for  action,  determinations  or  recom¬ 
mendations  regarding  disposition  of  claims  or  litigation  by  DLA, 
Military  Departments  or  Department  of  Justice.  Information  may  be 


74738 


Federal  Register  /  Vol.  44,  No.  243  /  Monday.  December  17.  1979  /  Notices 


referred  to  other  Government  agencies  or  to  non-Govemment  per¬ 
sonnel  (including  contractors  or  prospective  contractors)  having  an 
identified  interest  in  the  potential  or  actual  infringement  of  particular 
patents.  '  • 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  Records  in  file  folders  and  card  index  files. 

RetrieTsbility: 

Filed  by  name  of  claimant  or  litigant. 

Safeguards: 

Accessible  only  to  DLA  personnel. 

Retention  and  disposal: 

Destroyed  26  years  after  file  is  closed. 

System  manageris)  and  address: 

Counsel,  DLA-G. 

Notification  procedure: 

Direct  information  requests  to  Sysmanager. 

Record  access  procedures: 

Official  mailing  address  of  the  SYSMANAGER  IS  Office  of 
Counsel,  Defense  Logistics  Agency.  Written  requests  should  inchide 
full  name,  current  address  and  telephone  numbers  of  requestor.  For 
personal  visits,  each  individual  shall  provide  acceptable  identification, 
e.g.,  driver’s  license  or  identification  card. 

Contesting  record  procedures: 

This  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

DLA  Patent  Counsel’s  investigation  of  published  and  unpublished 
records  and  files  both  within  and  without  the  Government,  consuha- 
tion  with  Government  and  non-Govemment  personnel,  information 
from  other  Government  agencies  and  information  submitted  by  Gov¬ 
ernment  officials  or  other  persons  having  a  direct  interest  in  the 
subject  matter  of  the  file. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S255.01  DLA-G 

System  name: 

25S.01  Fraud  &  Irregularities 

System  location: 

Primary  System-Case  files  on  actual  or  suspected  fraud,  criminal 
conduct  and  antitrust  violations  which  arise  from  procurement,  or 
the  disposal  of  surplus  property,  or  the  administration  of  contracts  by 
any  operation  of  the  Defense  Logistics  Agency  (DLA):  OFFICE  OF 
Counsel,  Headquarters,  DLA.  Decentralized  segments-correspond- 
ing  files  at  Offices  of  Counsel  for  field  activities 

Categories  of  individuals  covered  by  the  system: 

Any  individual  or  group  of  individuals  or  other  entity,  involved  in 
or  suspected  of  being  involved  in  any  fraud,  criminal  conduct  or 
antitrust  violation  relating  to  DLA  procurement,  property  disposal  or 
contract  administration. 

Categories  of  records  in  the  system: 

Investigative  reports,  complaints,  pleadings  and  other  court  docu¬ 
ments,  litigation  reports,  working  papers,  documentary  and  physical 
evidence,  contractor  suspensions  and  debarments. 

Authority  for  maintenance  of  the  system: 

These  files  are  created  and  maintained  pursuant  to  the  direction  of 
the  Attorney  General  of  the  United  States  under  the  authority  con¬ 
tained  in  Chapters  31  and  32,  Title  28,  of  the  United  States  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  in  the  investigation  and  prosecution  of  criminal 
or  civil  actions  involving  fraud,  criminal  conduct  and  antitrust  viola¬ 
tions  and  is  used  in  determinations  to  suspend  or  debar  individuals  or 
other  entities  from  DLA  procurements  and  sales. 

Information  may  be  referred  to  and  used  by  Federal  investigators 
and  Government  attorneys  in  this  Agency,  the  Department  of  De¬ 
fense,  the  Department  of  Justice,  and  other  Executive  agencies  as 
appropriate. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 


Paper  records  in  file  folders  and  card  index  files. 

Retrievability: 

Filed  alphabetically  by  the  name  of  the  subject  individual  or  other 
entity. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  Agency  person¬ 
nel. 

Retention  and  disposal: 

Records  are  destroyed  ten  years  after  all  aspects  of  the  case  are 
closed. 

System  manageris)  and  address: 

Counsel,  Headquarters,  DLA;  DLA  Field  Activity  Cxiunsds 

Notification  procedure: 

Written  requests  for  information  shall  be  directed  to  the  SYS¬ 
MANAGER.  Requests  must  contain  name  of  subject  and  sufficient 
identification  of  the  incident  in  order  to  insure  correct  retrieval. 

Record  access  procedures: 

Official  mailing  addresses  are  in  the  DoD  Directory  in  the  appen¬ 
dix  to  the  DLA  systems  notice.  Written  requests  for  information 
should  contain  the  full  name,  current  address  and  telephooe  number 
of  the  individual. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  foom  the 
Sysmanager. 

Record  source  categories: 

Federal,  State  and  local  investigative  agencies;  other  federal  agen¬ 
cies;  E>LA  employees;  and  individuals. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S257.10  DLA-G 


System  location: 

Decentralized  system-Office  of  Counsel,  Headquarters,  Defense 
Logistics  Agency,  DLA-G,  Standard  of  Conduct  Certification  for 
personnel  of  Headquarters  Counsel’s  Office,  investigated  incidents  of 
violation  of  standards  of  conduct  by  Headquarters,  DLA  employees, 
reports  by  DLA  field  activities  of  violations  of  standards  of  conduct 
and  Statements  of  Employment  and  Financial  Interests  (DD  ISSS)  on 
Headquarters,  DLA  employees  and  Commanders,  Dieputy  Com¬ 
manders,  and  Counsels  of  Primary  Level  Field  Activities  (PLFAs). 
Other  DD  ISSSs  required  in  the  PLFA  and  initial  reports  of  viola¬ 
tions  of  standards  of  conduct  on  PLFA  employees  are  maintained  at 
the  DLA  Field  Activity  Office  of  Counsel  Standard  of  Conduct 
Certifications  are  maintained  in  each  Headquarters  and  PLFA  Prima¬ 
ry  Staff  Elements 

Categories  of  individuals  covered  by  the  system: 

Includes  DLA  employees.  General  Schedule  13s  and  above,  and 
Lieutenant  Colonel,  Commander  and  above,  involved  in  approving 
awards  for  contracts  or  contractor  audits  (Defense  Logistics  Agency 
Regulation  SSOO.l,  Standards  of  Conduct  Regulations)  or  any  em¬ 
ployee  of  DLA  involved  in  potential  violation  of  standards  of  con¬ 
duct,  e.g.,  acceptance  of  gratuities,  conflict  of  interests. 

Categories  of  records  in  the  system: 

Includes  semi-annual  certification  that  Standard  of  Conduct  Regu¬ 
lations  have  been  read,  may  include  DD  Form  1555s  or  aflegation  of 
a  violation  of  standards  of  conduct,  investigatory  reports  by  the 
Government,  recommendations  and  determinations  as  to  whether  a 
violation  of  the  standards  of  conduct  occurred  and  what  sanction 
may  be  appropriate  and/or  was  imposed. 

Authority  for  maintenance  of  the  system: 

Executive  Order  1 1222  prescribing  standards  of  ethical  conduct  for 
Government  officers  and  employees. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  by  Counsel’s  Office  in  making  determinations 
to  preclude  Government  employees  involved  in  procurement  or  con¬ 
tractor  audit  decisions  from  making  determinations  in  areas  where 
such  decisions  might  be  or  appear  to  be  in  conflict  with  personal 
interests.  Information  is  used  by  Counsel’s  Office  for  the  purpose  of 
determining  if  DLA  personnel  are  observing  the  highest  standards  of 
business  ethics.  Records  may  be  referred  to  the  Department  of  Jus¬ 
tice  for  possible  use  in  prosecution  action  or  forwarded  to  Director, 
DLA  or  DLA  Field  Activity  Commanders  for  appropriate  action 


System  name: 

257. 10  Standards  of  Conduct 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  Hie  folders. 

Retrievability: 

Records  are  retrievable  by  surname  of  employee  or  by  date. 

Safeguards: 

Records  are  retained  in  areas  accessible  only  to  authorized  persoi\- 
nel  in  Office  of  Counsel  or  others  as  determined  by  Counsel,  DLA. 
DD  Forms  1 SSS  are  retained  in  locked  Hie  cabinets. 

Retention  and  disposal: 

Incidents  of  violation  of  standards  of  conduct,  indefinitely;  DD 
1  SSSs,  until  employee  leaves  employment  of  DLA. 

System  managerfs)  and  address: 

Office  of  Counsel,  Headquarters,  Defense  Logistics  Agency  DLA- 
G;  Counsel,  PLFA. 

Notification  procedure: 

Requests  for  information  should  be  addressed  to  the  SYSMAN- 
AGER.  Individual  requesting  information  should  state  name,  subject 
matter  of  information  requested,  and  date  of  form  or  (alleged)  viola¬ 
tion. 

Record  access  procedures: 

SYSMANAGER  can  provide  assistance.  Official  mailing  address  is 
in  the  DoD  Directory  in  the  appendix  to  the  DLA  Systems  Notice. 

Contesting  record  procedure: 

The  Agency’s  rules  for  contesting  contents  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories: 

Individuals,  other  employees,  and  non-employees  having  knowl¬ 
edge  of  the  alleged  violation  of  the  standards  of  conduct. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S259.05DLA-G 

System  name: 

2S9.0S  Legal  Assistance 

System  location: 

Decentralized  System  at  Office  of  Counsel,  Headquarters,  Defense 
Logistics  Agency,  and  at  Primary  Level  Field  Activites  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

Authorized  military  personnel  and  dependants  who  have  requested 
legal  assistance. 

Categories  of  records  in  the  system: 

Wills,  Powers  of  Attorney  and  other  legal  documents  prepared  in 
response  to  requests  for  legal  advice.  Also  background  information 
supplied  by  requester  to  prepare  the  documents. 

Authority  for  maintenance  of  the  system: 

5  use  301,  302. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Documents  are  used  to  provide  copies  for  individuals  requesting 
the  assistance,  their  representative  or  where  otherwise  appropiate 
members  of  their  immediate  families.  Documents  may  also  be  us^  as 
models  or  examples  for  preparing  future  documents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and/or  card  files. 

Retrievability: 

Filed  by  surname  of  requester. 

Safeguards: 

Attorney  operating  folders  are  kept  in  a  file  cabinet  or  other 
storage  devises  accessible  only  to  authorized  personnel  of  the  Office 
of  Counsel  or  as  determined  by  Counsel. 

Retention  and  disposal: 

Destroy  2  years  after  completion  of  case,  except  documents  with¬ 
drawn  for  use  as  precedents  may  by  held  by  topics  until  no  longer 
required  for  references  purposes. 

System  manageiKs)  and  address: 

Office  of  Counsel,  Defense  Logistics  Agency,  DLA-G,  and  Offices 
of  Counsel,  PLFAs. 

Notification  procedure: 


Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and,  if  ap¬ 
propriate,  date  assistance  was  requested. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  applealing  initial 
determinations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Individual  requesting  Assistance  Systems  exempted  from  certain 
provisions  of  the  Act:  None. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S270.10DLA-K 

System  name: 

270.  lORequest  for  Assistance  and  Information 

System  location: 

Staff  Director,  Civilian  Personnel,  Headquarters  Defense  Logistics 
Agency  (HQ  DLA),  and  primary  level  field  activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel,  former  employees,  contractor  em¬ 
ployees,  attorneys,  and  other  individuals  or  organizations  who  have 
requested  assistance  and  information  from  the  President,  Members  of 
Congress,  Secretary  of  Defense,  Director  of  Defense  Logistics 
Agency  (DLA)  or  other  officals,  which  have  been  referred  to  the 
Staff  Director,  Civilian  Personnel,  Headquarters  DLA,  for  response, 
action  or  information. 

Categories  of  records  in  the  system: 

Case  files  include  requests  for  assistance  and  information  to  the 
President,  Members  of  Congress,  Secretary  of  Defense,  Director  of 
Defense  Logistics  Agency  and  Staff  Director  for  Civilian  Personnel, 
HQ  DLA  These  include  letters,  responses,  reports  statements  and 
papers  related  to  basic  request. 

Authority  for  maintenance  of  the  system: 

S  use  SS2,  Public  Information  Department  of  Defense  Directive 
5400.4,  20  Februrary  1971  and  titled:  Provisions  of  Information  to 
Congress  and  Department  of  Defense  Directive  5105.22,  titled:  De¬ 
fense  Logistics  Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose:  Information  is  maintained  for  replying  to  additional  in¬ 
quiries  and  as  background  for  similar  situations,  and  for  determining 
appropriate  course  of  action. 

Information  is  used  by:  Agency  Director  and  his  staff,  field  Com¬ 
manders,  managers  and  supervisors  for  determining  areas  needing 
additional  emphasis  or  corrective  action  to  clarify  misunderstandings, 
adjust  inadequacies,  and  solve  or  prevent  problems.  Members  of 
Congress,  U.  S.  Civil  Service  Commission,  and  other  Federal  Agen¬ 
cies,  attorneys.  Civil  Rights  organizations,  and  parties  involved  in 
Veteran’s  benefits  and  training  and  other  matters  affecting  DLA 
employees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  log  book. 

Retrievability: 

Alphabetically  by  last  name  of  individual  involved  with  or  request¬ 
ing  information  and  assistance,  or  by  DLA  field  activity  name,  when 
requests  are  from  groups. 

Safeguards: 

Records  are  maintained  in  locked  filing  cabinets  in  areas  accessible 
only  to  Agency  personnel. 

Retention  and  disposal: 

Records  are  retained  in  active  file  until  end  of  calendar  year,  held 
one  to  three  additional  years  in  an  inactive  file,  and  subsequently  are 
destroyed. 

System  manager(s)  and  address: 

Staff  Director,  Civilian  Personnel,  HQ  DLA;  Civilian  Personnel 
Officers,  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name,  the  name  of 
any  DLA  activity  that  is  involved,  and  the  general  nature  of  the 
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request  for  assistance  or  information  individual  believes  may  be  fried 
in  this  system. 

Record  access  procedures: 

Written  requests  for  information  should  be  addressed  to  the  SYS- 
MANAGER  and  contain  the  full  name,  current  address  and  tele¬ 
phone  number  of  the  individual,  the  name  of  any  DLA  activity 
involved,  and  the  general  nature  of  the  request  for  assistance  or 
information  individual  believes  may  be  filed  in  this  system.  For  per- 
strnal  visits,  the  individual  should  Ik  able  to  provide  some  acceptable 
identification,  that  is,  driver’s  hcense,  work  identification  card,  and 
give  some  verbal  information  that  could  be  verified  with  his  case 
folder. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee’s  supervisors,  civilian  personnel  office  of  employee’s  ac¬ 
tivity,  U.  S.  Civil  Service  Commission,  Federal  Agencies  involved 
and  other  persons  or  organizations  that  could  assist  in  final  sointion 
of  the  matter. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S270J0DLA-B 

System  name: 

270.30  Biography  File 

System  location: 

Office  of  the  Special  Assistant  for  Public  Affairs,  Headquarters 
Defense  Logistics  Agency  (DLA)  and  Primary  Level  Field  Activi¬ 
ties  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel  currently  and  formerly  assigned  to 
DLA  and  other  persons  affiliated  with  DLA  and  the  Department  of 
Defense  (DoD). 

Categories  of  records  in  the  system: 

Biographical  information  provided  by  the  individual. 

Authority  for  maintenance  of  the  system: 

5  U.S.C,  Sec  301,  302 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  as  background  material  for  news  and 
feature  articles  covering  activities,  assignments,  retirements,  and  reas¬ 
signments  of  key  DLA  commanders  and  executives,  annual  visits  or 
other  activities  by  persons  affiliated  with  DLA  or  C>oD.  Information 
is  used  by  DLA  public  affairs  personnel  to  prepare  news  and  feature 
articles  with  the  knowledge  and  consent  of  the  individual  concerned. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and/or  card  index  file. 

Retrievability: 

Filed  alphabetically  by  last  name 

Safeguards: 

Records  are  maintained  in  an  area  accessible  only  to  DLA  Public 
Affairs  Office  personnel. 

Retention  and  disposal: 

Files  are  retained  in  current  files  area  and  destroyed  2  years  after 
retirement,  transfer  or  death  of  DLA  personnel  or  termination  of 
affiliation  with  DLA  or  DoD  by  other  persons. 

System  managers)  and  address: 

Special  Assistant  for  Public  Affairs,  DLA  and  Public  Affairs  Offi¬ 
cers,  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  employ¬ 
ing  activity. 

Record  access  procedures: 

Official  mailing  addresses  of  SYSMANAGER  are  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  the  DLA  systems 
notice.  Written  request  for  information  should  contain  the  full  name, 
current  address  and  telephone  numbers  of  the  individual.  For  person¬ 
al  visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  that  is  driver's  license,  or  employing  office  identifica¬ 
tion. 


Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individuals  concerned  on  a  strictly  volunteer  basis. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S322.10IHjk-LZ 

System  name: 

Defense  Manpower  Data  Center  Data  Base. 

System  location: 

Primary  location:  W.R.  Church  Computer  Center,  Navy  Postgrad¬ 
uate  School,  Monterey,  CA  93940. 

Back-up  locations  for  processing:  Air  Force  Data  Services  Center, 
Room  ID  167,  The  Pentagon,  Washington,  D.C.  20330. 

U.S.  Army  Management  Systems  Support  Agency,  Room  BD972, 
The  Pentagon,  Washington,  D.C  20310. 

National  Military  Command  Systems  Support  Center,  Room 
BE68S,  The  Pentagon,  Washington,  D.C  20331. 

Back-up  files  maintained  at  two  offices  of  the  Defense  Manpower 
Data  Center,  Seventh  Floor,  300  N.  Washington  SL,  Alexandria,  VA 
22314  and  2nd  Floor,  SSO  C^mino  El  Estero,  Monterey,  CA  93940. 

Selected  historic  files  are  maintained  at  Air  Force  Data  Services 
Center,  Room  ID  167,  The  Pentagon,  Washington,  D.C.  pursuant  to 
court  order  in  IBM  anti-trust  case.  These  files  will  be  withdrawn 
from  current  location  when  legally  permissible. 

Decentralized  segments-military  personnel  research  centers,  and 
military  personnel  centers  of  the  services;  selected  civilian  contrac¬ 
tors  with  research  contracts  in  manpower  area;  other  Federal  agen¬ 
cies. 

Categories  of  individuals  covered  by  the  system: 

All  officer  and  enlisted  personnel  who  served  on  active  duty  from 
July  1,  1968  and  later;  or  who  have  been  a  member  of  a  reserve 
component  since  July  1975;  or  are  retired  military;  participants  in 
Project  100,000  and  Project  Transition  and  the  evaluation  control 
groups  for  these  programs;  all  individuals  examined  to  determine 
eligibility  for  military  service  at  an  Armed  Forces  Entrance  and 
Examining  Station  from  July  I,  1970,  and  later;  DoD  civilian  em¬ 
ployees  or  civiliian  employees  separated  since  January  1,  1971;  all 
veterans  who  have  utilized  Vietnam-era  GI  Bill  education  and  train¬ 
ing  entitlements,  who  visited  a  State  Employment  Service  office 
since  July  1,1971,  or  who  participated  in  a  Department  of  Labor 
special  training  program  since  July  1,  1971;  all  individuals  who  ever 
participated  in  an  educational  program  sponsored  by  the  U.S.  Armed 
Forces  Institute,  all  individuals  who  participated  in  the  Armed 
Forces  Vocational  Aptitude  Testing  Programs  at  the  high  school 
level  sinc^  September  1969,  individuals  who  responded  to  various 
paid  advertising  campaigns  seeking  enlistment  information  since  July 
1,  1973;  participants  in  the  DHEW,  Office  of  Education  and  Longitu¬ 
dinal  Survey,  individuals  responding  to  Recruiting  Advertisements 
since  January  1978. 

Categories  of  records  in  the  system: 

Name,  Service  Number,  Selective  Service  Number,  Social  Security 
Account  Number,  demographic  information  such  as  home  town,  age, 
sex,  race,  and  educational  level;  civilian  occupational  information, 
military  personnel  information  such  as  rank,  length  of  service,  mili¬ 
tary  occupation;  aptitude  scores,  post-service  education,  training,  and 
employment  information  for  veterans;  participation  in  various  in- 
service  education  and  training  programs,  military  hospitalization  rec¬ 
ords. 

Authority  for  maintenance  of  the  system: 

10  U.S.C.  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  system  of  records  is  to  provide  a  longitudinal 
statistical  analysis  capability  for  assessing  military  manpower  trends 
and  evaluation  programs  impacting  of  military  personnel,  potential 
enlistees,  and  veterans. 

Defense  Manpower  Data  Center-used  to  analyze  accession  patterns 
and  trends,  promotion  and  occupation  patterns  and  trends,  loss  pat¬ 
terns  and  trends,  qualification  rates,  effectiveness  of  recruiting  pro¬ 
grams,  participation  in  education  and  training  programs,  force  char¬ 
acteristics,  post-service  experiences  of  veterans,  evaluation  of  military 
special  pays  and  bonuses;  evaluation  of  special  programs  affecting 
military  personnel;  to  select  sample  population  for  surveys;  to  pro¬ 
vide  statistical  data  to  OMB,  GAO,  the  Military  Services,  DoD 
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civilian  contractors,  educational  institutions  and  other  Federal  agen¬ 
cies. 

Personnel  Research  and  Personnel  Management  activities  of  the 
Military  Services-uses  are  same  as  those  specified  above. 

Veterans  Administration,  Management  Sciences  Staff,  Reports  and 
Statistics  Service,  Office  of  the  Comptroller-used  to  select  sample  for 
surveys  asking  veterans  about  the  use  of  veterans  benefits  and  satis¬ 
faction  with  VA  services,  and  to  validate  eligibility  for  VA  benefits. 

Office  of  Research  and  Statistics,  Social  Security  Administration- 
used  for  statistical  analyses  of  impact  of  military  ^rvice  and  use  of 
GI  Bill  benefits  on  long  term  earning. 

DoD  Civilian  Contractors-used  by  contractors  preforming  research 
on  manpower  problems  for  statistical  aiialyses. 

Aggregate  data  and/or  individual  records  contained  in  the  record 
system  may  be  transferred  to  other  Federal  agencies  having  legiti¬ 
mate  use  for  such  information  and  applying  appropriate  safeguards  to 
protect  data  so  provided. 

Records  may  be  disclosed  to  the  Civil  Service  Commission  con¬ 
cerning  pay,  benefits,  retirement  deductions;  and  other  information 
necessary  for  the  Commission  to  carry  out  its  Government-wide 
personnel  management  functions. 

Any  record  contained  in  the  system  of  records  may  be  transferred 
to  any  other  component  of  the  Department  of  Defense  having  the 
need-to-know  in  the  performance  of  official  business. 

Name  and  address  information  of  former  military  personnel  ob¬ 
tained  from  the  Veterans  Administration  or  the  Military  Department 
may  be  released  to  a  number  of  DoD  Components  for  use  in  attempt¬ 
ing  to  recruit  and  reenlist  prior  service  personnel  through  direct 
contact  methods.  These  components  are  as  follows:  U.S.  Army  Re¬ 
cruiting  Command;  U.S.  Army  Forces  Command;  Navy  Recruiting 
Command;  Chief  of  Naval  Personnel;  Chief  of  Naval  Reserve;  U.S. 
Air  Force  Recruiting  Service;  U.S.  Air  Force  Tactical  Air  Com¬ 
mand;  Headquarters  Air  Force  Reserve;  National  Guard  Bureau; 
Headquarters,  U.S.  Marine  Corps;  District  Directors,  U.S.  Marine 
Corps;  Commanding  General,  4th  Marine  Division;  Commanding 
General,  4th  Marine  Air  Wing:  Commandant,  U.S.  Coast  Guard. 

Information  on  the  name,  rank,  social  security  accounting  number, 
duty  station,  birth  date,  retirement  date,  and  retirement  annuity  may 
be  disclosed  to  the  Department  of  Health,  Education,  and  Welfare 
(DHEWO  for  the  following  purposes: 

To  the  Office  of  Education,  DHEW,  for  the  purpose  of  identifying 
individuals  who  api^ar  to  be  in  default  on  their  guaranteed  student 
loans  so  as  to  permit  the  DHEW  to  take  action,  where  appropriate, 
to  accelerate  recoveries  of  defaulted  loans. 

To  the  Bureau  of  Supplemental  Security  Income,  Social  Security 
Administration,  DHEW,  in  order  to  verify  and  adjust  as  necessary 
payments  made  to  active  and  retired  military  members  under  the 
supplemental  security  income  program. 

To  the  Office  of  the  Inspector  General,  DHEW,  for  the  purpose  of 
identifying  and  investigating  DOD  employees  (military  and  civilian) 
who  may  be  improperly  receiving  funds  under  the  Aid  fur  Families 
of  Dependent  Children  (AFDC)  program. 

'  Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  computer  tape. 

Retrievability: 

Retrievable  by  name,  SSAN,  age,  occupation,  or  any  other  data 
element  contained  in  system.  > 

Safeguards: 

Primary  location-at  W.R.  Church  Computer  Center,  tapes  are 
stored  in  a  locked  cage  in  machine  room,  which  is  a  controlled 
access  area;  tapes  can  be  physically  accessed  only  by  computer 
center  personnel  and  can  be  mounted  for  processing  only  if  the 
appropriate  security  code  is  provided. 

At  back-up  locations  in  Alexandria,  VA  and  Monterey,  CA  tapes 
are  stored  in  rooms  protected  with  cypher  locks,  buildings  are  locked 
after  hours,  and  only  properly  cleared  and  authorized  personnel  have 
access. 

The  Air  Force  Data  Services  Center,  the  U.S.  Army  Management 
Systems  Support  Agency,  and  the  National  Command  Systems  Sup¬ 
port  Center  are  all  TOP  SECRET  facilities. 

Retention  and  disposal: 

Files  constitute  a  historical  data  base  and  are  permanent. 

System  managerfs)  and  address: 

Deputy  Chief,  Defense  Manpower  Data  Center  (DMDC),  550 
Camino  El  Estero,  Monterey,  CA  93940. 

Notification  procedure: 


Information  may  be  obtained  from:  Deputy  Chief,  Defense  Man¬ 
power  Data  Center,  550  Camino  El  Estero,  Montery,  CA  93940. 
Telephone:  Area  Code  408/646-2951. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  Deputy  Chief, 
Defense  Manpower  Data  Center  (DMDC),  550  Camino  El  Estero, 
Montery,  CA  93940. 

Written  requests  for  information  should  contain  the  full  name. 
Social  Security  Account  Number,  date  of  birth,  and  current  address 
and  telephone  number  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver's  license,  or  military  or  other 
ID  card. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSTEM  MANAGER. 

Record  source  categories: 

The  Military  Services,  the  Veterans  Administration,  the  Office  of 
Education  of  the  Department  of  HEW,  from  individuals  via  survey 
questionnaires,  the  Department  of  Labor,  the  Civil  Service  Commis¬ 
sion. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S322.15  DLA-M 

System  name: 

322.15  Information  Military  Personnel  Records  ; 

System  location: 

Staff  Director,  Military  Personnel,  HQ  Defense  Logistics  Agency 
(DLA),  (DLA-M)  Heads  of  Primary  Level  Field  Activities  (PLFAs) 

Categories  of  individuals  covered  by  the  system: 

Active  duty  and  reserve  personnel  as.signed  to  DLA 

Categories  of  records  in  the  system: 

Incident  reports,  general  and  special  orders,  leave  slips,  qualifica¬ 
tion  records,  applications  for  ID  Cards,  security  clearance,  and  mis¬ 
cellaneous  correspondence. 

Authority  for  maintenance  of  the  system: 

10  use  501  et  seq.  Personnel,  5USC  302(b)  (1) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  records  is  to  accumulate  documents  relating  to 
the  military  member  while  assigned  to  DLA.  The  records  are  used 
by  the  Staff  Director  and  his  staff  and  heads  of  PLFAs  and  their 
staff  for  notification  of  assignments,  career  briefs,  a.ssignment  orders, 
promotion  data,  personal  data,  awards  and  decorations,  training  data, 
recommendations  for  disciplinary  action,  review  procedures  instituted 
to  control  incidents,  and  advising  the  Director  of  incidents. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Retained  in  file  folders 

Retrievability: 

Filed  alphabetically  by  last  name. 

Safeguards: 

Locked  in  file  cabinets  within  areas  accessible  only  to  authorized 
personnel. 

Retention  and  disposal: 

Retained  during  individuals  assignment  to  DLA  and  destroyed 
within  1  year  of  departure. 

System  managerts)  and  address: 

Staff  Director,  Military  Personnel,  HQ  DLA  and  Heads  of  PLFAs 

Notification  procedure: 

The  requestor  should  send  a  by  name  request  to  Staff  Director, 
Military  Personnel,  HQ  DLA  and  both  SYSMANAGER  if  assigned 
to  a  PLFA.  The  requestor  may  visit  the  office  of  either  or  both 
SYSMANAGER’s  with  appropriate  identification 

Record  access  procedures: 

Contact  the  SYSMANAGER.  Official  mailing  addresses  are  in  the 
DoD  Directory  in  the  appendix  to  the  DLA  systems  notice. 

Contesting  record  procedures: 

The  Agency's  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 
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Record  source  categories: 

Special  orders,  service  records,  in/out  processing  documents,  and 
computer  listings. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S322.20DLA-LZ 

System  name: 

Reenlistment  Eligible  File  (RECRUIT). 

System  location: 

W.  R.  Church  Computer  Center,  Naval  Postgraduate  School, 
Monterey,  CA  93940. 

Back-up  file-Department  of  Defense  Manpower  Research  and  Data 
Analysis  Center,  7th  Floor,  300  N.  Washington  St.,  Alexandria,  VA 
22314. 

Back-up  nie-Dcpartment  of  Defense  Manpower  Research  and  Data 
Analysis  Center,  550  Camino  El  Estero,  Monterey,  CA  93940. 

Categories  of  individuals  covered  by  the  system: 

Former  enlisted  personnel  of  the  military  services  who  separated 
from  active  duty  during  the  immediately  preceding  forty-eight 
months  and  who  are  eligible  for  immediate  reenlistment. 

Categories  of  records  in  the  system: 

Social  Security  Account  Number,  Name,  Service,  Date  of  Birth, 
and  Date  of  Separation. 

Authority  for  maintenance  of  the  system: 

10  U.S.C.  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  system  is  to  assist  recruiters  in  reenlisting  prior- 
service  personnel. 

Department  of  Defense  Manpower  Research  and  Data  Analysis 
Center,  used  to  provide  to  recruiters  in  the  military  service  and  the 
Coast  Guard  information  on  individuals  eligible  for  immediate  reen¬ 
listment;  for  statistical  analyses  of  prior-service  reenlistment  trends 
and  of  demographic  characteristics  of  applicants  for  reenlistment; 
such  analyses  may  require  merging  with  other  record  systems. 

Any  individual  records  contained  in  the  system  might  be  trans¬ 
ferred  to  any  component  of  the  Department  of  Defense  having  a 
need  to  know  in  the  performance  of  official  business. 

Any  record  may  be  disclosed  to  law  enforcement  or  investigatory 
authorities  for  investigation  and  possible  criminal  prosecution,  civil 
court  action,  or  regulatory  order. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Most  recent  thirty-six  months  separation  stored  on  magnetic' disc; 
full  forty-eight  months  stored  on  magnetic  tape. 

Retrievability: 

Retrievable  by  Social  Security  Account  Number. 

Safeguards: 

DISC  File  is  protected  by  password  access  and  hard-wire  system. 
Alexandria,  Virginia  location  has  tape  storage  areas  in  locked  room 
accessible  only  to  authorized  personnel;  building  is  locked  after 
hours. 

Monterey,  California  location  has  tape  storage  area  in  locked  room 
accessible  only  to  authorized  personnel;  building  is  locked  after 
hours. 

Recruiters  making  telephone  inquiries  must  have  valid  recruiter 
identification  and  call  back  number. 

Retention  and  disposal: 

Records  more  than  forty-eight  months  old  are  purged  from  the 
system. 

System  manageKs)  and  address: 

Director,  Manpower  Research  and  Data  Analysis  Center,  550 
Camino  El  Estero,  Monterey,  California  93940. 

Notification  procedure: 

Information  may  be  obtained  from:  Manager,  RECRUIT  system. 
Manpower  Research  and  Data  Analysis  Center,  300  N.  Washington 
St.,  7th  Floor,  Alexandria,  VA  22314,  Telephone:  Area  Code  703/ 
325-0490. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Manager,  RE¬ 
CRUIT  System,  Manpower  Research  and  Data  Analysis  Center,  300 
N.  Washington  Street,  Alexandria,  VA  22314. 


•Written  request  for  information  should  contain  the  full  name,  cur¬ 
rent  address,  telephone  number.  Social  Security  Account  Number, 
and  date  of  separation  of  the  individual. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver’s  license. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSTEM  MANAGER. 

Record  source  categories: 

The  data  contained  in  the  system  are  obtained  from  the  Army, 
Navy,  Air  Force,  Marine  Corps,  and  Coast  Guard. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S322.35  DLA-M 

System  name: 

322.35  Officer/Enlisted  Evaluation  Report  File  and  File  Summary 

System  location: 

Staff  Director,  Military  Personnel,  HQ  Defense  Logistics  Agency 
(DLA)  (DLA-M) 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  currently  assigned  to  the  Defense  Logistics 
Agency  (DLA) 

Categories  of  records  in  the  system: 

The  system  contains  the  name,  social  security  number,  grade,  date 
of  rank,  unit  of  assignment,  duty  title,  career  specialty,  appraisal  of 
performance,  estimate  of  potential  value  to  the  service,  and  promo¬ 
tion  potential. 

Authority  for  maintenance  of  the  system: 

10  use  501  et  seq.  Personnel;  5  USC  302  (bXl).  DoD  Directive 
5105.22(IX) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  file  is  to  insure  that  continuous  and  consistent 
performance  appraisals  are  prepared  for  each  member.  The  files  and 
summary  are  used  by  the  Staff  Director,  Military  Personnel  and  his 
staff  to  review  consistency  of  performance,  reliability  of  information, 
compliance  with  parent  service  terminology  and  regulations,  prejudi¬ 
cial  comments,  grammar,  misleading  statements,  accuracy  of  word 
picture,  question  abrupt  changes  in  rating,  observe  trends,  establish 
suspense  dates,  and  statistical  data. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  disc,  computer  printouts,  and  evaluation  re¬ 
ports. 

Retrievability: 

Alphabetically  by  last  name  by  officer  and  enlisted  personnel. 

Safeguards: 

Maintained  in  areas  accessible  only  to  authorized  personnel. 

Retention  and  disposal: 

The  records  are  destroyed  within  one  year  after  member  departs 
from  DLA 

System  manager(s)  and  address: 

Staff  Director,  Military  Personnel,  HQ  DLA 

Notification  procedure: 

Written  requests  to  the  SYSMANAGER  will  contain  the  full 
name,  social  security  number,  and  pddress.  The  requestor  may  visit 
the  SYSMANAGER’S  office  and  present  the  appropriate  military 
identification  card. 

Record  access  procedures: 

Contact  the  SYSMANAGER.  Official  mailing  addresses  are  in  the 
DoD  Directory  in  the  appendix  to  the  DLA  systems  notice.  Written 
requests  will  include  a  notarized  statement  attesting  to  the  requestor’s 
identity  and  the  statement  that  ’I  understand  that  knowingly  or 
willingly  seeking  or  obtaining  access  to  records  about  another  indi¬ 
vidual  under  false  pretenses  is  punishable  by  a  fine  of  up  to  5,000 
dollars  under  the  provisions  of  the  Privacy  Act  of  1974. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER 

Record  source  categories: 
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Officer/Enlisted  Evaluation  Report 

Systems  exempted  from  certain  proTisioas  of  the  act: 

None 

S322.45  DLA-M 

System  name: 

322.45  Military  Personnel  Data  Bank  System 

System  location: 

Staff  Director,  Military  Personnel,  HQ  Defense  Logistics  Agency 
(DLA)  (DLA-M)  Heads  of  Primary  Level  Field  Activities  (PLFAs) 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  currently  assigned  to  the  Defense  Logistics 
Agency  (DLA)  and  history  records  of  those  individuals  previously 
assigned. 

Categories  of  records  in  the  system: 

The  categories  of  information  contained  in  the  system  are  org^i- 
zation,  position,  identification  grade,  service  specialty,  position  title, 
special  requirements,  education  requirements,  geographic  location, 
name,  service,  temporary  date  of  rank,  social  security  number,  duty 
specialty,  permanent  grade,  permanent  date  of  rank,  date  assigned, 
date  of  rotation,  remarks,  pnmary  specialty,  job  related  experience, 
civilian  education,  military  school,  skill  courses,  date  of  birth,  retire¬ 
ment  date,  separation  or  expiration  of  enlistment,  and  aero  rating. 

Authority  for  maintenance  of  the  ^stem: 

10  use  501  et.  Seg.,  Personnel  5  USC  S  302(BX1) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  file  is  to  insure  effective  personnel/  career 
management  for  DLA  and  DLA  military  personnel.  The  printouts 
are  used  by  the  Staff  Director  and  Deputy  Staff  Director,  Military 
Personnel,  the  Chief  and  Assistant  Chief,  Assignments  and  Reserve 
Affairs  Division  and  Staff  Specialists  of  the  Division.  An  extract 
printout  of  the  specific  PLFA  is  used  by  the  Commander  and  his 
personal  staff.  The  data  bank  is  used  to  prepare  the  alphabetical 
roster,  rotation  roster,  colonel  roster,  listings  of  specialty  codes,  serv¬ 
ice  listings,  function^  listing,  and  advanced  degree  listing.  These 
documents  are  used  to  accurately  report  data  on  the  individual  and 
position  to  which  he  is  assigned,  requisition  replacements,  select 
assigned  personnel  for  higher  level  positions,  provide  assigned 
strength  figures  for  OSD,  and  assist  individual  military  personnel  in 
their  career- management. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  disc,  and  computer  paper  printouts. 

Retrievability: 

Alphabetically  by  last  name  in  Alpha  Roster.  This  roster  contains 
coded  identification  that  indicates  where  the  individual  is  assigned. 

Safeguards: 

Maintained  in  areas  accessible  only  to  authorized  personnel. 

Retention  and  disposal: 

Printouts  are  held  for  one  year  and  then  retired  to  Federal  Rec¬ 
ords  Center.  The  computer  tapes  are  held  for  three  years  and  flve 
years  and  the  degaussed. 

System  manageris)  and  address: 

Staff  Director,  Military  Personnel,  HQ  DLA 

Notification  procedure: 

The  name  of  the  requestor  should  be  sent  to  the  SYSMANAGER. 
The  requestor  may  visit  the  Office  of  the  SYSMANAGER,  and 
present  the  appropriate  military  ID  Card. 

Record  access  procedures: 

Contact  the  SYSMANAGER.  Official  mailing  addresses  are  in  the 
DoD  Directory  in  the  appendix  to  the  DLA  systems  notice. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Military  Personnel  records  and  Position  Distribution  Report 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S322.70  DLA-M 

System  name: 

322.70  Reserve  Affairs 


System  location: 

Staff  Director,  Military  Personnel,  HQ  Defense  Logistics  Agency 
(DLA)  (DLA-M) 

Categories  of  individuab  covered  by  the  system: 

All  Ready  Reserve  (Army,  Air  Force  and  Navy)  personnel  as¬ 
signed  to  DLA  Mobilization  C^ignation  (Mob  Des)  positions. 
Categories  of  records  in  the  system: 

Individual  reference/control  card  name,  grade,  SSAN,  Service, 
career  specialty,  position  title,  date  of  birth,  commission  date,  promo¬ 
tion  date,  release  date,  security  clearance  education,  home  address,  & 
civilian  occupation. 

Authority  for  maintenance  of  the  system: 

10  USC  501et  seq.  Personnel  5  USC  S  302  (bXl),  DoD  Directive 
5105.22  (IX). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  card  is  to  have  information  readily  available  in 
the  day  to  day  operation  of  the  Reserve  Mobilization  program.  It  is 
used  by  the  Staff  [>irector,  his  Deputy  and  the  Reserve  personnel 
specialists.  Data  is  used  in  preparation  of  personnel  actions  such  as 
reassignments,  classification  actions,  promotions;  scheduling  and  veri¬ 
fying  active  duty  and  inactive  duty  training 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Vertical  card  files 
Retrievability: 

Alphabetically  by  last  name 
Safeguards: 

Maintained  in  area  accessible  only  to  authorized  personnel 
Retention  and  disposal: 

Destroyed  one  year  after  individual  departs  DLA 
System  manageris)  and  address: 

Staff  Director,  Military  Personnel,  HQ  DLA 
Notification  procedure: 

The  name  of  the  requestor  should  be  sent  to  the  above  SYSMAN¬ 
AGER.  The  requestor  may  visit  the  office  of  the  SYSMANAGER 
and  present  the  appropriate  military  ID  Card. 

Record  access  procedures: 

Contact  the  SYSMANAGER.  Official  mailing  addresses  are  in  the 
DoD  Directory  in  the  appendix  to  the  DLA  systems  notice 
Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Data  processing  output  from  the  Military  Services 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

S322-35DLA-LZ 

System  name: 

Survey  Data  Base. 

System  location: 

Primary  Location-W.R.  Church  Computer  Center,  Naval  Post¬ 
graduate  School,  Monterey,  California  93940. 

Decentralized  locations  for  back-up  files-Department  of  Defense, 
Manpower  Research  and  Data  Analysis  Center,  7th  Floor,  300  N. 
Washington  St.,  Alexandria,  Virginia  22314  and  2nd  Flwr,  550 
Camino  El  Estero,  Monterey,  California  93940. 

Categories  of  individuab  covered  by  the  system: 

Individuals  who  selected  at  random  for  survey  administration  and 
who  completed  survey  forms.  Survey  data  is  collected  on  a  periodic 
basis.  Current  data  were  collected  at  selected  Armed  Forces  En¬ 
trance  and  Examining  Stations  (AFEES),  during  September  1974, 
May  1975,  or  since  January  1975;  additional  data  were  collected  by 
Gilbert  Youth  Organization  (civilian  contractor)  in  nation-wide  sur¬ 
veys  during  May  or  November  1973,  or  May  or  November  1974. 
Categories  of  records  in  the  system: 

SSAN  and  responses  to  survey  items  dealing  with  attitudes  toward 
the  military. 

Authority  for  maintenance  of  the  system: 

10  U.S.C.  136. 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  the  file  is  to  sample  attitudes  toward  enlistment  in 
the  military  and  determine  reasons  for  enlistment  decisions. 

Manpower  Research  and  Data  Analysis  Center-used  to  analyze 
trends  in  enlistment  motivation,  attitudes  toward  military  service, 
attractiveness  of  various  enlistment  incentives;  survey  files  are  linked 
with  military  personnel  inventory,  gain,  tmd  loss  files  to  statistically 
relate  survey  data  to  later  advancement,  attritions,  and  reenlistment 
patterns. 

Any  individual  record  in  the  system  may  be  transferred  to  any 
component  of  the  Department  of  Defense  having  the  need  to  know 
in  the  performance  of  official  business. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  Computer  Tape 

Retrievability: 

Records  can  be  retrieved  by  Service  of  accession,  period  of 
survey,  race,  sex,  education  level,  or  Social  Security  Account 
Number, 

Safeguards: 

Tapes  stored  at  the  primary  location  are  kept  in  a  locked  storage 
cage  in  a  controlled  access  area;  tapes  stored  at  the  back-up  locations 
are  kept  in  locked  storage  areas  in  buildings  which  are  locked  after 
hours. 

Retention  and  disposal: 

Records  are  permanent.  Survey  answer  sheets  which  are  ops- 
canned  to  create  tape  are  destroyed  after  tape  is  created. 

System  managerts)  and  address: 

Director,  Manpower  Research  and  Data  Anaylsis  Center,  SSO 
Camino  El  Estero,  Monterey,  California  93940. 

Notification  procedure: 

Information  may  be  obtained  from:  Chief,  Market  and  Survey 
Research  Division,  Manpower  Research  and  Data  Analysis  Center, 
300  N.  Washington  St.,  7th  Floor,  Alexandria,  Virginia  22314,  Tele¬ 
phone:  Area  C^e  703/325-0490. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Chief,  Maijcet 
and  Survey  Research  Division,  Manpower  Research  and  Data  Anal¬ 
ysis  Center,  300  N.  Washington  St.,  Alexandria,  VA  22314. 

Written  requests  for  information  should  contain  the  full  name, 
Social  Security  Account  Number,  and  current  address  and  telephone 
number  of  the  individual.  In  addition,  the  approximate  date  and 
location  where  the  survey  was  completed  should  be  provided. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  such  as  driver’s  license  or  military  or  other 
ID  card. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSTEM  MANAGER. 

Record  source  categories: 

The  survey  information  is  provided  by  the  individual;  additional 
data  which  are  linked  to  survey  data  as  described  in  the  routine  uses 
section,  are  obtained  from  the  military  services. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S330.15  DPSC-G 

System  name: 

330.15  Authorization  File 

System  location: 

Office  of  Counsel  (DPSC-G)  Defense  Personnel  Support  Center 
Bldg.  12,  Wing  g  2800  South  20th  Street  Philadelphia,  PA  19101 

Categories  of  individuals  covered  by  the  system: 

All  civilian  personnel  in  the  Office  of  Counsel,  DPSC,  who  have 
ahd  or  currently  have  authorization  to  act  in  an  officially  appointed 
capacity. 

Categories  of  records  in  the  system: 

DD  Form  577,  copies  of  special  orders  appointing  individuals  in 
various  capacities,  requests  for  special  orders,  letters  and  correspond¬ 
ence  re  various  appointments  of  office  personnel,  DCTSC  Form 
1322,  ’E>elegation  of  Authority’,  DPSC  directives. 

Authority  for  maintenance  of  the  system: 


10  U.S.C.  125  DoD  Directive  5105.22 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  mainuined  for  purposes  of  determining  which  office 
personnel  have  had  or  currently  have  authorization  to  act  in  an 
officially  appointed  capacity.  Information  is  used  solely  by  office 
managers  to  insure  that  delegations  of  authority  are  properly  handled 
and  to  maintain  records  in  which  capacity  one  or  more  office  person¬ 
nel  are  empowered  to  act. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

Retrievability: 

Filed  chronologically 

Safeguards: 

Records  are  maintained  in  a  locked  file  drawer  and  are  accessible 
only  to  office  personnel. 

Retention  and  disposal: 

Records  are  maintained  indefinitely  and  are  reviewed  annually  to 
determine  if  the  oldest  records  are  still  necessary. 

System  managerfs)  and  address: 

Associate  Counsel,  DPSC,  Philadelphia,  PA 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name.  Social  Se¬ 
curity  Account  Number  and  dates  of  employment  at  Office  of  Coun¬ 
sel,  DPSC.  Individual  may  visit  Office  of  Counsel,  DPSC,  to  obtain 
information  on  whether  the  system  contains  records  pertaining  to 
that  individual. 

Record  access  procedures: 

Access  may  be  had  through  the  Office  of  Counsel,  DPSC.  Written 
requests  for  information  should  contain  the  full  name,  current  address 
and  telephone  number  of  the  individual.  For  personal  visits,  the 
individual  should  provide  some  acceptable  identincation,  i.e.,  drivers 
license,  employee  identification  card,  etc. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Military  personnel.  Associate  Counsel,  DPSC,  personnel  in  Office 
of  Counsel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S330.50DPSC 

System  name: 

330.50  Defense  Personnel  Support  Center  (DPSC)  Civilian  Person¬ 
nel  File 

System  location: 

Office  of  Civilian  Personnel,  Management  Assistance  and  Liaison 
Division,  DPSC. 

Categories  of  individuals  covered  by  the  system: 

All  current  civilian  personnel  serviced  by  DPSC  except  those 
working  for  the  Defense  Subsistence  Regions,  the  Subsistence  Labo¬ 
ratory  or  the  Orthopedic  Footwear  Clinic. 

Categories  of  records  in  the  system: 

Name,  Social  Security  Account  Number  (SSAN),  sex,  year  of 
birth,  veterans’  status,  retention  grouping,  service  computation  date, 
type  of  appointment,  title,  job  number,  supervisory  status,  service 
code,  series,  grade,  competitive  level  code,  organization,  activity, 
Julian  date,  nature  of  action. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.,  Sec.  301,  302,  E.O.  10561  and  E.O.  9397. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

This  listing  is  used  only  by  the  DPSC  Office  of  Civilian  Personnel. 
Information  is  used  for  maintenance  and  update  of  retention  registers 
and  for  one-time  management  information  reports. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape,  computer  paper  printouts  stored  in  filing  cabinet. 
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Retrievability: 

Individual  information  is  accessed  by  SSAN. 

Safeguards: 

Magnetic  tape  is  kept  in  a  tape  library  which  is  accessible  only  to 
authorized  personnel.  Computer  personnel  who  process  the  reports 
are  appropriately  cleared. 

Computer  paper  records  are  maintained  in  areas  accessible  only  to 
Office  of  Civilian  Personnel  employees.  Personnel  Office  is  in  build¬ 
ing  which  is  under  security  guard  surveillance  during  non-duty 
hours. 

Retention  and  disposal: 

A  new  listing  is  prepared  monthly;  the  previous  one  is  destroyed  at 
that  time. 

Magnetic  tape  records  are  kept  for  60  days,  then  destroyed. 

System  manager(s)  and  address: 

Chief,  Management  Assistance  and  Liaison  Division,  Office  of  Ci¬ 
vilian  Personnel,  DPSC. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER  and  must  contain  full  name  and  SSAN.  Official 
mailing  address  is  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  DLA  systems  notice. 

Record  access  procedures: 

Assistance  may  be  obtained  from  the  SYSMANAGER. 

Written  requests  for  information  should  contain  the  full  name, 
current  address  and  telephone  number  of  the  individual.  For  personal 
visits,  the  individual  should  be  able  to  provide  some  acceptable 
identification,  such  as  driver’s  license,  employing  office  identification 
card,  and  give  some  verbal  information  that  could  be  verified  by 
e.xamining  the  individual’s  entry  on  the  listing. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Standard  Form  SO’s  (Notification  of  Personnel  Action)  and  annual 
position  classification  surveys. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S330.60DCRT-E-Z 

System  name: 

330.60  Dallas  Internal  Personnel  Management  Information  System 
(DIPMIS) 

System  location: 

Office  of  Civilian  Personnel  (DCRT-E),  Defense  Contract  Admin¬ 
istration  Services  Region  (DCASR)  Dallas. 

Categories  of  individuals  covered  by  the  system: 

DCASR  Dallas  Civilian  Personnel  who  have  been  hired,  separated 
or  had  an  internal  position  change  since  1  July  1973. 

Categories  of  records  in  the  system: 

Contains  a  code  for  the  type  of  personnel  action;  the  name  of  the 
individual;  the  type  of  appointment  on  which  the  individual  is  serv¬ 
ing;  the  month  and  year  of  the  action;  the  series  and  grade  from 
which  the  individual  moved;  the  series  and  grade  to  which  the 
individual  moved;  the  year  of  birth;  the  organizations  from  which 
and  to  which  the  individual  moved;  the  length  of  time  taken  to 
process  the  action  in  the  Civilian  Personnel  Office;  the  number  of 
months  which  the  individual  worked  for  DCASR  Dallas  (for  separa¬ 
tion  actions  only);  and  the  supervisor’s  evaluation  of  the  employee’s 
overall  effectiveness  (for  separation  actions  only). 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  Sec.  301,  302,  E.O.  10561,  FPM  Chapter  250,  Subchapter 
1-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  this  system  is  to  provide  operating  management 
with  reliable  summary  data  on  which  to  base  manpower  planning.  A 
secondary  purpose  is  to  provide  information  for  related  planning 
purposes  such  as  Upward  Mobility,  Equal  Employment  Opportunity 
(EEO)  and  Labor  Management  Relations. 

Some  information  is  provided  from  the  file  (normally  in  highly 
summarized  form)  to  authorized  external  investigators  such  as  griev¬ 
ance  examiners,  EEO  complaint  investigators,  DLA  Inspector  Gen¬ 
eral  Teams. 


Internal  DCASR  Dallas  management  uses  this  information  to  fore¬ 
cast  type  and  number  of  hires;  to  evaluate  staffing  performance  by 
the  Civilian  Personnel  Office;  to  gather  historical  data  such  as 
number  and  kinds  of  promotions  or  reassignments  and  internal  move¬ 
ments  of  the  clerical  workforce.  Users  external  to  DCASR  Dallas 
receive  information  from  it  which  is  directly  related  to  such  purposes 
as  the  resolution  of  EEO  complaints  or  grievances. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Records  are  maintained  in  the  GE  Mark  III  time-shared  computer 
system,  presumably  on  magnetic  discs.  Records  for  the  second  fiscal 
year  preceding  the  current  one  are  transferred  to  paper  tape  and 
stored  in  the  DCASR  Dallas  Office  of  Civilian  Personnel. 

Retrievability: 

Information  in  the  system  may  be  retrieved  using  any  data  element 
contained  in  the  system.  While  it  is  possible  to  retrieve  all  of  the 
information  on  a  specific  individual,  this  is  not  normally  done.  Infor¬ 
mation  identifiable  to  a  specific  individual  is  accessed  by  name. 

Safeguards: 

Records  can  be  accessed  only  by  individuals  who  know  the  files 
structure  and  are  familiar  with  the  software  required.  In  addition, 
access  to  the  system  requires  use  of  an  access  code  and  password 
known  only  to  selected  individuals  in  the  Office  of  Civilian  Person¬ 
nel. 

Retention  and  disposal: 

Records  are  retained  in  computer  memory  for  no  more  than  24 
months.  Records  from  the  second  previous  fiscal  year  and  earlier  are 
transferred  to  paper  tape  and  stored  in  the  Civilian  Personnel  Office. 
Records  are  destroyed  when  they  pertain  to  the  sixth  previous  fiscal 
year. 

System  manager($)  and  address: 

Civilian  Personnel  Officer,  Office  of  Civilian  Personnel,  DCASR 
Dallas. 

Notification  procedure: 

individuals  who  desire  to  know  if  the  system  contains  information 
on  them  should  contact  the  SYSMANAGER,  and  should  provide 
last  name,  dates  of  employment  with  DCASR  Dalis,  title,  series  and 
grade  of  current  (or  last)  position  held.  An  individual  may  visit  the 
Office  of  Civilian  Personnel  to  obtain  information  on  whether  the 
system  contains  records  pertaining  to  that  person.  For  personal  visits, 
a  current  employee  of  the  DCASR  need  only  verbally  identify  him¬ 
self  or  herself.  Former  employees  need  to  provide  positive  identifica¬ 
tion  (such  as  a  driver’s  license)  and  the  last  Standard  Form  50 
(Notification  of  Personnel  Action)  from  their  employment  at  the 
DCASR. 

Record  access  procedures: 

Individuals  may  determine  how  to  gain  access  to  records  by  con¬ 
tacting  the  Civilian  Personnel  Officer,  DCASR  Dallas  at  the  mailing 
address  listed  in  the  Department  of  Defense  Directory  in  the  appen¬ 
dix  to  the  DLA  system  of  records  notice. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

All  information  in  the  system  is  taken  from  the  employee’s  official 
personnel  folder  except  that  the  appraisal  of  the  value  of  employees 
separating  from  DCASR  Dallas  is  provided  by  the  immediate  super¬ 
visor  of  the  employee. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S332.01DLA-KS 

System  name: 

332.01  Employment  Inquiries 

System  location: 

Staffing  and  Employee  Relations  Division,  Staff  Director,  Civilian 
Personnel,  Headquarters,  Defense  Logistics  Agency  (HQ  DLA);  pri¬ 
mary  level  field  activities  *(PLF As). 

Categories  of  individuals  covered  by  the  system: 

DLA  civilian  and  military  personnel,  contractor  employees,  and 
other  individuals  or  organizations  on  behalf  of  individuals  who  have 
forwarded  employment  inquiries  to  Members  of  Congress,  Secretary 
of  Defense,  Director  of  Defense  Logistics  Agency  (DLA),  Staff 
Director  for  Civilian  Personnel,  or  other  official. 
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Categories  of  records  ia  the  systew 

Case  Hies  include  employment  inquiries  to  Members  of  Congress, 
Secretary  of  Defense,  Director  of  Defense  Lx>gistics  Agency  and 
Staff  Director  for  Qvilian  Personnel,  Headquarters  Defense  Lo^stics 
Agency  and  others  which  have  been  referr^  to  Staff  Director  Civil¬ 
ian  Personnel  for  response,  action  or  information.  These  include 
statements  of  qualifications,  letters,  photographs,  letters  of  apprecia¬ 
tion  and  reconunendation,  certificate  ratings,  eligibility  forms  and 
related  papers  concerning  employment. 

Authority  for  maintenance  of  the  system: 

3  U.S.  Code,  Sec.  301,  302,  and  E.O.  I0S61;  Department  of  De¬ 
fense  Directive  S400.4  20  February  1971  and  titled:  Provisions  ^ 
Information  to  Congress  and  Department  of  Defense  Directive 
3103.22,  titled:  Defense  Logistics  Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose:  Information  is  maintained  for  purposes  of  replying  to 
additional  inquiries  and  follow  up  action. 

Information  is  used  by:  Civilian  personnel  offices  and  other  appro¬ 
priate  officials  of  DLA  in  order  to  determine  qualifications  and  for 
giving  proper  consideration  in  the  filling  of  vacancies.  The  civilian 
personnel  office,  when  hiring  applicant,  uses  information  as  part  of 
the  employee’s  permanent  record.  Members  of  Congress  and  other 
individuals  or  organizations  who  wrote  to  DLA  on  behalf  of  an 
individual  and  who  use  it  to  respond  to  the  individual,  or  for  other 
related  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  Hie  folders  and  log  book. 

Retrievability: 

Filed  alphabetically  by  last  name  of  individual  submitting  employ¬ 
ment  inquiry. 

Safeguards: 

Records  are  maintained  in  locked  Hie  cabinets  in  areas  accessible 
only  to  Agency  personnel. 

Retention  and  disposal: 

Records  are  retained  in  active  Hie  until  end  of  calendar  year  and 
held  one  to  three  additional  years  in  inactive  Hie  and  subsequently 
retired  to  Federal  Records  Center.  After  a  total  of  ten  years  recorth 
are  destroyed. 

System  managerfs)  and  address: 

Staff  Director,  Civilian  Personnel,  HQ  DLA;  Civilian  Personnel 
Officers,  PLFAs. 

NotiHcation  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name. 

Record  access  procedures: 

Official  mailing  address  of  the  SYSMANAGER  is  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  the  DLA  systems 
notice.  Written  requests  for  information  should  be  addressed  to  SYS¬ 
MANAGER  and  contain  the  full  name,  current  address  and  tele¬ 
phone  numbers  of  the  individual.  For  personal  visits,  the  individual 
should  be  able  to  provide  some  acceptable  identiHcation,  that  is, 
driver’s  license,  work  identiHcation  card,  and  give  some  verbal  infor¬ 
mation  that  could  be  verified  with  his  case  fol^r. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

No  additional  sources  of  information  other  than  provided  by  indi¬ 
vidual  involved,  and  other  correspondence  relating  to  the  employ¬ 
ment  inquiry. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S333.10  DLA-G 

System  name: 

333. 10  Attorney  Personal  Information  and  Applicant  Files 

System  location: 

Primary  System-Office  of  Counsel,  Headquarters,  Defense  Logis¬ 
tics  Agency,  DLA-G,  holds  personal  information  records  of  all  DLA 
attorneys  and  applicants  for  DLA  legal  positions. 


Decentralized  segments-Office  of  Counsel,  Primary  Level  Field 
Activities  (PLFAs)  hold  personnel  records  for  resident  attorneys  and 
applicants  for  positions. 

Categories  of  individuals  covered  by  the  system: 

All  DLA  attorneys,  former  DLA  attorneys,  and  applicants  for 
DLA  legal  positions. 

Categories  of  records  ia  the  system: 

Cover  letters,  resumes,  and  Forms  171  submitted  by  applicants  and 
replies  thereto,  and  records  of  promotions,  courses  completed,  posi¬ 
tion  descriptions,  performance  appraisals.  Forms  171,  personnel  ac¬ 
tions,  educational  transcripts,  recommendations  and  personal  data  of 
DLA  attorneys. 

Authority  for  maintenance  of  the  system: 

3  use  3101,  General  Authority  to  Employ,  Executive  Order 
10377,  Civil  Service  Regulation,  Section  213.3102(d)  and  (e),  10  USC 
137. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Applications  are  used  for  filling  positions  in  all  DLA  legal  ofHces. 
Attorney  information  folders  are  maintained  for  review  incident  to 
personnel  actions  includ'mg  promotions  performance  appraisals,  reas¬ 
signments,  etc.  and  as  a  general  performance  and  experience  record. 
Parts  of  these  folders  may  be  submitted  to  other  agencies  considering 
the  attorney  for  employment.  Information  may  be  used  in  answering 
inquiries  from  Individuals,  Congressmen  or  other  Government  agen¬ 
cies  or  for  veriHcation  of  employment 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  by  surname  of  attorney  or  applicant 

Safeguards: 

Attorney  information  folders  are  kept  in  a  safe;  applications  are 
kept  in  file  cabinets  accessible  only  to  authorized  personnel  of  the 
Office  of  Counsel  or  as  determined  by  Counsel. 

Retention  and  disposal: 

Applications  are  kept  for  two  years  from  receipt.  Attorney  infor¬ 
mation  folders  are  kept  indefinitely. 

System  manageris)  and  address: 

Office  of  Counsel,  Defense  Logistics  Agency  DLA-G,  and  Offices 
of  Counsel,  PLFAs. 

NotiHcation  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and,  if  ap¬ 
propriate,  date  application  was  submitted. 

Record  access  procedures: 

SYSMANAGER,  Official  mailing  address  is  in  the  DoD  Directory 
in  the  Appendix  to  the  DLA  Systems  Notices. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Applicants,  employees,  co-employees,  outside  references,  supervi¬ 
sors,  and  personnel  offices. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S334.05DLA-K 

System  name: 

334.03  Civilian  Personnel  Administration  Career  Program 

System  location: 

Training  and  Incentives  Division,  Staff  Director,  Civilian  Person¬ 
nel,  Headquarters,  Defense  Logistics  Agency  (DLA) 

Categories  of  individuals  covered  by  the  system: 

DLA  employees  and  other  applicants  for  registration,  GS-11  and 
above,  engaged  in  civilian  personnel  administration  to  include:  Per¬ 
sonnel  Management  Specialists,  GS-201;  Personnel  Staffing  Special¬ 
ists,  GS-21%  Position  Classification  Specialists,  GS-221;  Employee 
Relations  Specialists  and  Labor  Relations  Specialists,  GS-230;  AND, 
Employee  Development  Specialists,  GS-233. 

Categories  of  records  in  the  system: 

Personal  QualiHcations  Statement,  Individual  Development  Plan, 
Assessment  of  QualiHcations  for  Advancement,  Employee  Career 
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Evaluation.  Screening  Panel  ratings,  and  lists  of  rererrals  for  vacan¬ 
cies,  other  documents  or  correspondence  submitted  by  employees  or 
their  supervisors. 

Authority  for  maintenance  of  the  system: 

5  U.S.  Code,  Sec.  4103,  Establishment  of  Training  Programs  DLA 
Manual  1445.17,  DLA  Civilian  Career  Program  for  Civilian  Person¬ 
nel  Administration. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  for  purpose  of  screening  and  referral  of 
registered  careerists  to  fill  civilian  personnel  positions  at  grade  GS-12 
and  above  throughout  DLA.  Information  is  used  by:  Agency  Screen¬ 
ing  Panel  -  to  screen  and  review  careerists  for  referral.  DLA  Career 
Program  Technical  Staff  for  administrative  review  and  update  of 
flies.  DLA  Training  personnel  -  to  determine  long-range  training 
needs.  DLA  Selecting  oflicials  in  selecting  a  registrant  to  fill  the 
position  opening. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  by  series  and  grade  alphabetically  by  last  name  of  careerist. 

Safeguards: 

Records  are  maintained  in  locked  file  cabinet  accessible  only  to 
authorized  Agency  personnel.  Authorized  Agency  personnel  include: 
Staff  Director,  Civilian  Personnel,  Division  Chiefs,  staff  members  of 
the  Training  Division. 

Retention  and  disposal: 

Records  are  retained  with  annual  updating  by  the  registered  ca¬ 
reerist.  The  material  is  destroyed  as  it  becomes  outdated,  and  upon 
annual  review  when  individual  is  no  longer  eligible  for  registration. 
The  records  are  retained  a  maximum  of  two  years. 

System  managerfs)  and  address: 

Staff  Director,  Civilian  Personnel,  Headquarters  Defense  Logistics 
Agency. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER,  ATTN:  Career  Program  Technical  Staff.  Offi¬ 
cial  mailing  address  is  contained  in  Department  of  Defense  Directory 
in  the  appendix  to  the  DLA  systems  notice.  Requester  must  give 
name,  personnel  job  title,  series,  grade,  and  address.  No  identification 
required  for  personal  visit. 

Record  access  procedures: 

Written  requests  for  information  should  contain  the  full  name, 
series,  current  address  and  telephone  number  of  the  registered  career¬ 
ist.  For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification  and  give  some  verbal  information  that  could 
be  verified  with  his  folder. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Careerist,  careerist’s  supervisor,  intermediate  supervisors,  members 
of  career  screening  panel.  Civilian  Personnel  Officers. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S334.10DLA-KT1 

System  name: 

334.10  Central  Inventory,  Comptroller/Financial  Management 
Career  Program 

System  location: 

Training  and  Incentives  Division,  Office  of  Civilian  Personnel, 
Headquarters  Defense  Logistics  Agency  (HQ  DLA.) 

Categories  of  individuals  covered  hy  the  system: 

Employees  of  the  Defense  Logistics  Agency  at  grades  GS-I3  and 
above  and  others  who  are  registered  in  the  Department  of  Defense¬ 
wide  Civilian  Career  Program  for  Comptroller/Financial  Manage¬ 
ment  Personnel. 

Categories  of  records  in  the  system:  ' 

Personnel  Qualifications  Statement  and  Employee  Career  Apprais¬ 
al  on  all  careerists  registered  in  the  inventory. 

Authority  for  maintenance  of  the  system: 


S  U.  S.  C.  4103,  Establishment  of  Training  Program  DoD-wide 
Civilian  Career  Program  for  Comptroller/Financial  Management 
Personnel  DoD  Manual  1430.10-M-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  by  the  HQ  DLA,  Training  and  Incentives 
Division  and  other  DLA  officials  for  referral  of  interested  candidates 
for  vacancies  in  grades  GS-14  and  above  throughout  the  Department 
of  Defense. 

Documents  are  used  by  the  Career  Management  Staff  of  the  hiring 
component  for  referral  of  ten  (10)  best  qualified  candidates  to  hiring 
activity. 

Documents  of  referred  candidates  are  used  by  selecting  supiervisor 
in  determining  best  qualified  candidate  for  the  vacancy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  are  kept  in  individual  file  folders. 

Retrievability: 

Documents  are  filed  by  name  and  cross-referenced  to  organization¬ 
al  activity. 

Safeguards: 

Records  are  maintained  in  locked  file  cabinets  in  areas  accessible 
only  to  Program  Management  Staff. 

Retention  and  disposal: 

Records  are  updated  annually  by  registered  careerist.  Material  is 
destroyed  as  it  becomes  outdated,  and  on  annual  review  when  indi¬ 
vidual  no  longer  eligible  for  registration.  Records  are  retained  a 
maximum  of  two  years. 

System  manageKs)  and  address: 

Chief,  Employee  Development  and  Incentives  Division.  Staff  Di¬ 
rector,  Civilian  Personnel,  Headquarters,  DLA. 

Notification  procedure: 

Written  requests  for  information  may  be  directed  to  the  SYSMAN¬ 
AGER. 

Record  access  procedures: 

Assistance  may  be  obtained  from  the  SYSMANAGER.  Official 
mailing  address  is  contained  in  Department  of  Defense  Directory  in 
the  appendix  to  the  DLA  systems  notice.  Written  requests  should 
contain  the  full  name,  current  address  and  telephone  number  of  the 
individual.  For  personal  visits  and  written  requests,  individual  must 
provide  some  acceptable  identification  or  information  that  could  be 
verified  before  information  is  released. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Information  provided  by  registrants,  immediate  and  reviewing  su¬ 
pervisors,  and  others  with  knowledge  of  the  registrant. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S335.01DLA-K 

System  name: 

335.01  Training  and  Employee  Development  Record  Systems 

System  location: 

Headquarters,  Defense  Logistics  Agency  (DLA)  and  Primary 
Level  Field  Activities. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees,  U.S.  citizens  and  foreign  national  direct  hires 
receiving  training  supported  by  the  Federal  Government,  paid  from 
appropriated  funds.  Department  of  Defense  military  personnel  may 
be  included  itl  the  automated  training  information  system,  and  non- 
appropriated  fund  personnel  may  be  included  in  some  of  the  installa¬ 
tion  manual  records. 

Categories  of  records  in  the  system: 

Automated  and  non-automated  records  are  maintained  reflecting 
information  pertaining  to  the  employees’  identification,  social  secutiry 
number,  occupational  status  (series,  grade  level  and  supervisory 
status)  course  identification,  course  length,  category  and  purpoM  of 
training  received,  date  on  which  training  was  completed,  associated 
costs,  pre-post  test  results,  et  al.  Input  documents  for  the  systems 
include,  but  are  not  limited  to  completed  automated  forms,  training 
reports,  authorization  and  record,  key  punched  cards.  The  manual 
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flies  are  maintained  in  paper  folders  containing  employees’  remstra- 
tion  and/or  record  of  training  documents.  Apprentice,  on-the-job 
training  program,  and  similar  trainee  intake  program  manual  and 
automated  records  are  maintained,  reflecting  information  pertaining 
to  subject  employee's  identification,  date  of  birth,  entrance  date  of 
program,  dates  and  nature  of  personnel  actions  which  occurred 
during  fiscal  year,  student  progress,  and  statistical  data  which  effects 
the  numbers  of  apprentices  in  training  as  of  a  given  date.  At  Head¬ 
quarters  level,  nomination  forms  and  documents  (non-automated)  for 
centrally-administered  education  and  training  programs  are  main¬ 
tained.  The  manual  files  contain  the  candidate's  nomination  docu¬ 
ments,  training  request,  enrollment  and  registration  and  other  docu¬ 
ments  related  to  training.  Manual  files  are  maintained  at  installations 
regarding  courses  conducted  on  their  premises,  or  for  which  they 
sponsor,  listing  such  things  as  completion  dates  and  course  partici¬ 
pants.  Additionally,  manual  files  are  typically  found  at  the  field 
activities  containing  information  regarding  an  employee’s  supervisory 
status,  an  indication  as  to  whether  or  not  he/she  has  participated  in 
supervisory  training.  Files  are  often  maintained  regarding  an  employ¬ 
ee’s  certification/recertification  or  demonstrated  proficiency  in  one 
or  more  skills  areas;  an  activity-wide  annual  training  plan  should  also 
be  maintained,  as  well  as  individual  training  plans.  Files  are  also 
maintained  regarding  professional  licenses  held  by  installation  person¬ 
nel. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  4103,  4118,  AND  4115. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  Defense  components 
in  the  performance  of  their  official  duties  related  to  the  management 
of  the  Defense  components  civilian  employee  training  programs,  the 
design,  development,  maintenance  and  operation  of  the  manual  and 
automated  system  of  record  keeping  and  reporting;  the  screening  and 
selection  of  candidates  for  centrally  administrated  programs;  and 
administration  of  grievance,  appeals,  complaints  and  litigation  involv¬ 
ing  the  disclosure  of  records  of  the  training  programs.  Representa¬ 
tives  of  the  United  States  Civil  Service  Commission  on  matters  relat¬ 
ing  to  the  inspection,  survey,  audit  or  evaluation  of  Defense  compo¬ 
nents  civilian  training  programs,  or  such  other  matters  under  the 
jurisdiction  of  the  Commission.  The  Comptroller  General  or  any  of 
his  authorized  representatives,  in  the  course  of  the  performance  of 
duties  of  the  General  Accounting  Office  relating  to  the  Defense 
components  civilian  training  programs.  The  Attorney  General  of  the 
United  States  or  his  authorized  repre-  sentatives  in  connection  with 
litigation,  law  enforcement,  or  other  matters  under  the  direct  juris¬ 
diction  of  the  Department  of  Justice  or  carried  out  as  the  legal 
representative  of  the  Executive  Branch  agencies.  Officials  and  em¬ 
ployees  of  other  Departments  and  agencies  of  the  Executive  Branch 
of  Government  upon  request  in  the  performance  of  their  official 
duties  related  to  the  screening  and  selection  of  candidates  for  pro¬ 
grams  sponsored  by  their  organization.  Representatives  of  the  United 
States  Department  of  Labor  on  matters  relating  to  the  inspection, 
survey,  audit  or  evaluation  of  the  Defense  components  apprentice 
training  programs  or  on  other  such  matters  under  the  jurisdiction  of 
the  Labor  Department.  Representatives  of  the  Veterans  Administra¬ 
tion  on  matters  relating  to  the  inspection,  survey,  audit  or  evaluation 
of  the  Defense  components  apprentice  and  on-the-job  training  pro¬ 
grams.  The  Computer-systems  group  contractor  (or  other  such  con¬ 
tractor)  and  its  employees  for  the  purpose  of  card  punch  recording 
of  data  from  employee  training  documents.  A  duly  appointed  hearing 
examiner  or  arbitrator  for  the  purpose  of  conducting  a  hearing  in 
connection  with  an  employee’s  grievance  involving  the  disclosure  of 
the  records  of  the  Defense  Department’s  components  training  pro¬ 
grams.  An  arbitrator  who  is  given  a  contract  pursuant  to  a  negotiated 
labor  agreement  to  hear  an  employee’s  grievance  involving  the  dis¬ 
closure  of  the  records  of  the  Defense  component’s  training  and 
employee  development  record  system. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  committee  or  sub-committee  thereof,  any  joint  committee  of 
Congress  or  sub-committee,  or  joint  committees  on  matters  within 
their  jurisdiction  requiring  disclosure  of  the  files  or  records  of  the 
Defense  Department’s  civilian  training  program. 

Representatives  of  educational  institutions  which  have  been  award¬ 
ed  contracts  to  conduct  training  for  Defense  components  create  and 
maintain  individual  training  records  of  those  who  attend. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  flie  system: 

Storage: 

Automated  records  are  stored  on  magnetic  tapes,  drums,  computer 
printouts,  and  on  punched  cards.  Manual  records  are  stored  in  paper 
file  folders. 


Retrievability: 

Automated  records  are  retrieved  by  SSN  and  name,  or  by  one,  or 
a  combination  of  data  elements  contained  in  the  program  master  files. 
Manual  records  are  retrieved  by  employee  last  name,  by  course 
control  information,  or  by  training  program  title. 

Safeguards: 

The  computer  facilities  are  located  in  restricted  areas  accessible 
only  to  authorized  persons  that  are  properly  screened,  cleared  and 
trained.  Manual  records  and  computer,  printouts  are  available  only  to 
authorized  personnel  having  a  ne^-to-know. 

Retention  and  disposal: 

Manual  records  are  maintained  on  a  fiscal  year  basis  and  are 
retained  for  varying  periods  from  one  to  five  fiscal  years.  For  cen¬ 
trally  administered  programs,  files  on  selected  candidates  are  main¬ 
tain^  for  five  years  (from  date  selection  process  is  completed). 
Records  of  non-selected  candidates  are  retained  only  for  that  period 
of  time  sufficient  to  permit  appropriate  review  (usually  less  than  60 
days).  Some  installation  records  are  maintained  for  varying  periods. 

System  manager(s)  and  address: 

Civilian  personnel  officer  or  comparable  official  of  the  Civilian 
Personnel  Office  servicing  the  activity/installation. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  the  Civilian 
Personnel  Officer  servicing  the  headquarters  of  field  activities  em¬ 
ploying  civilians.  The  letter  should  contain  the  full  name  of  the 
requestor  and  his  signature.  Proof  of  identification  will  consist  of  a 
Department  of  Defense  component  building  pass  or  identification 
badge,  or  driver’s  license,  or  by  other  types  of  identification  bearing 
an  employee  picture  and  signature. 

Record  access  procedures: 

Above  procedure  for  notification  apply. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  the  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Civilian  personnel  offices;  current  previous  supervisors  of  employ¬ 
ees  (when  appraisals  of  performance/potential  are  used). 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S335.80DLA-Q 

System  name: 

335.80  Quality  Assurance  Staff  Development  Program 

System  location: 

The  primary  system  of  records  is  maintained  in  the  Defense  Con¬ 
tract  Administration  Services  (DCAS)  Quality  Assurance  Staff  De¬ 
velopment  Office  (DQADO),  He^quarters,  Defense  Logistics 
Agency,  Cameron  Station,  Alexandria,  VA,  22314.  A  secondary  de¬ 
centralized  system  of  training  records  is  maintained  in  the  DCAS 
Region  Quality  Assurance  Directorate,  DCAS  District,  or  DCAS 
Office  where  the  staff  development  trainee  is  assigned. 

Categories  of  individuals  covered  by  the  system: 

Each  trainee  in  the  DCAS  Quality  Assurance  Staff  Development 
Program. 

Categories  of  records  in  the  system: 

Personnel  qualifications  statement;  Individual  Training  Plans  (ITP); 
records  of  training  requested,  received,  waived,  and  planned  for  each 
trainee;  informal  training  evaluations  of  each  on-the-job  training  as¬ 
signment;  quarterly  trainee  progress  reports  and  evaluations;  budget¬ 
ed  and  actual  cost  of  training;  records  and  evaluations  of  special 
projects  performed  by  trainees;  trainee  correspondence  related  to 
ITPs;  records  and  reports  of  trainee  attendance  and  leave,  including 
records  of  sick,  annual  and  other  types  of  leave  taken  and  other 
absences;  time  in  special  or  temporary  duty  assignments;  official 
correspondence  related  to  a  trainee’s  attendance  and  leave;  and  pro¬ 
motion  and  target  position  data.  While  records  maintained  are  cur¬ 
rently  manual  in  nature,  some  records  may  be  produced  by  automat¬ 
ed  data  processing  systems  described  in  other  notices. 

Authority  for  maintenance  of  the  system: 

Chapter  41,  Title  5,  U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Data  is  used  by  the  DQADO  program  staff  and  DCAS  training 
program  managers  for  schooling  of  training,  determining  progress  of 
trainees  and  eligibility  for  promotion  in  the  program  and  graduation 
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from  the  program,  determining  when  a  trainee  requires  special  atten¬ 
tion;  data  on  leave  and  attendance;  i»  used  for  pay  purposes.  Defense 
Logistics  Agency  managers  and  supervisors  in  the  quality  assurance 
function  use  the  records  to  determine  adequacy  of  training  and  ap¬ 
propriate  assignments  for  trainees. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  of  trainee. 

Safeguards: 

Records  are  maintained  in  locked  file  cabinets. 

Retention  and  disposal: 

Records  are  maintained  for  one  year  following  graduation  of  the 
trainee,  and  are  then  destroyed. 

System  manageris)  and  address: 

DCAS  Quality  Assurance  Staff  Development  Office,  ATTN: 
DQADO-S,  Headquarters  Defense  Logistics  Agency  (DLA) 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name.  Official 
mailing  address  is  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  DLA  systems  notice. 

Record  access  procedures: 

Written  or  personal  requests  for  infbrmation  should  be  directed  to 
the  SYSMANAGER.  No  identification-  w  required  for  personal  visits. 
For  written  requests,  identity  of  requester  will  be  verified  by  com¬ 
paring  signature  with  signature  in  record. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  of  records  may  be 
obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Individual  quality  assurance  staff  development  trainees.  Govern¬ 
ment  training  school  personnel  and  records,  the  program  managers 
and  supervisors,  and  other  Agency  officials  directly  involved  in  train¬ 
ee’s  progress  in  the  program.  • 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S336.10  DCRS-F 

System  name: 

336. 10  Personnel  Cost  Forecast  System 

System  location: 

Budget  Function,  Budget  and  Management  Support  Division, 
Office  of  Systems  and  Financial  Management,  Defense  Contract  Ad¬ 
ministration  Services  Region  (DCASR)  St.  Louis. 

Categories  of  individuals  covered  by  the  system: 

AU  current  and  former  civilian  personnel  assigned  to  DCASR  St. 
Louis. 

Categories  of  records  in  the  system: 

Master  employee  record  showing  grade,  date  of  next  step  incTease, 
assignment  code,  and  in  some  instances,  hourly  rate.  Personnel  Cost 
Forecast  listing  shows  assignment  and  projected  salary  for  each  GS 
salaried  employee  by  month.  Identity  is  by  social  security  number. 
Manual  subsidiary  records  are  kept  by  employee  showing  date  en¬ 
tered  on  duty,  date  departed,  promotion  date,  and  incentive  awards. 

*  Authority  for  maintenance  of  the  system: 

S  use  Chap.  S3,  Pay  Rates  and  Systems,  10  USC  136 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  system  is  used  to  project  basic  pay  costs  in  the  budget  devel¬ 
opment  and  execution  stages  at  DCASR  St.  Louis.  Statistical  records 
are  maintained  for  at  least  three  prior  years  to  develo|r  promotion 
trends,  attrition  rates,  average  grades  of  employees  leaving,  and  aver¬ 
age  grade  of  new  hires. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Listings  are  stored  in  binders.  Other  data  is  maintained  on  13 
column  work  paper. 

Retrievability: 

Master  file  is  in  alphabetical  sequence  and  controlled  by  social 
security  number.  The  Personnel  Forecast  listings  are  generated,  one 


at  branch  level  and  the  other  by  cost  code:  Both  control  on  social 
security  number. 

Safeguards: 

Records  are  maintained  in  budget  area  and  are  restricted  to  person¬ 
nel  performing  budget  duties. 

Retention  and  disposal: 

Mechanized  listings  are  retained  for  current  year  plus  one  prior 
year.  Manual  records  are  retained  for  current  year  plus  three  prior 
years. 

System  manageris)  and  address: 

Chief,  Office  of  Systems  and  Financial  Management,  DCASR  St. 
Louis. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be-  directed  to 
the  SYSMANAGER  or  to  the  senior  budget  analyst,  Btadget  and 
Management  Support  Division,  Office  of  Systems  and  FinancM  Man¬ 
agement,  DCASR  St.  Louis. 

Record  access  procedures: 

Requests  should  be  addressed  to  the  SYSMANAGER.  Written 
requests  should  contain  full  name,  current  address,  telephone,  and 
social  security  number  of  individual.  For  personal  visits,  individuals 
should  be  able  to  provide  some  acceptable  identification,  that  can  be 
verified  with  the  files;  such  as  identification  badge  or  driver’s  license. 
Official  mailing  addresses  are  in  the  Department  of  Defense  directory 
in  the  appendix  to  the  DLA  system  of  record  notices. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Personnel  actions  generated  by  the  Office  of  Civilian  Personnel, 
DCASR  Sc.  Louis.. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S336.60DLA-KM 

System  name: 

336.60  Position  Classification  Appeals 

System  location: 

Headquarters  Defense  Logistics  Agency  (DLA)  for  only  those 
cases  requiring  Headquarters  decision,  and  at  DLA  Primary  Level 
Field  Activities  (PLFAs)  for  others. 

Categories  of  individuals  covered  by  the  system: 

All  DoD  employees  serviced  by  a  DLA  Civilian  Personnel  Office 
who  have  filed  classification  or  job  grading  appeals. 

Categories  of  records  in  the  system: 

Case  files  relating  to  individual  or  group  classification  appeals 
consisting  of  the  written  appeal,  complete  identification  of  the  posi¬ 
tion,  position  organization  chart,  functional  statement,  compr^ensive 
evaluation  statement  which  has  been  reviewed  by  the  individual  or 
group  submitting  the  appeal  (the  appellant),  efforts  to  resolve  locally, 
recommended  action  and  any  supplemental  information  pertinent  to 
the  case. 

Authority  for  maintenance  of  the  system: 

5  U.S.  Code  SS  5112,  5113;  FPM  Chapter  511,  Subchapter  6. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

This  information  is  used  during  decision  making  on.  (adjudication) 
classification  appeals  to  HQ  DLA  or  the  Civil  Service  Commission 
(CSC)  by  DLA  employees.  Personnel  specialists  at  the  DLA  PLFA 
will  furnish  file  to  appropriate  CSC  Regional  Office  when  a  DLA 
employee  appeals  directly  to  the  CSC;  use  classification  app^  deci¬ 
sions  to  initiate  appopriate  personnel  actions;  may  also  use  this  file  as 
a  reference  for  classification  precedent  in  classifying  other  similar 
DLA  PLFA  positions. 

CSC  officials  use  this  file  to  adjudicate  the  classification  appeal 
when  DLA  employees  appeal  the  classification  of  their  position  to 
CSC. 

Personnel  specialists  at  DLA  HQ  use  this  file  to  adjudicate  the 
classification  appeal  when  a  DLA  employee  appeals  the  classification 
of  his  position  to  Headquarters;  may  also  use  ^is  file  as  a  reference 
for  classification  precedent  ia  classifying  other  DLA  PLFA  posi¬ 
tions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 
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Paper  records  in  Tile  folders. 

Retrievability: 

Accessed  by  classification  series,  appellant’s  name  and  organiza¬ 
tion. 

Safeguards: 

Made  available  to  appellant,  DLA  personnel  specialists  concerned 
and  CSC.  Precedent  decisions  when  issued  by  DLA  HQ  exculde 
appellant's  name  and  personal  data.  Maintained  in  locked  containers. 

Retention  and  disposal: 

Placed  in  inactive  file  after  final  decision  and  completion  of  any 
resultant  action.  Headquarters  precedent-setting  decision  cases,  ex¬ 
cluding  personal  data,  are  filed  with  Classification  Standards  and  kept 
until  superseded.  The  DLA  PLFA  inactive  file  is  cut  off  at  the  end 
of  the  calendar  year,  held  S  years  in  current  files  areas,  then  de¬ 
stroyed.  Headquarters  files  are  retained  indefinitely. 

System  managers)  and  address: 

Staff  Director,  Civilian  Personnel,  HQ  DLA;  DLA  PLFA  Civilian 
Personnel  Officers. 

Notification  procedure: 

Requests  may  be  directed  to  the  appropriate  PLFA  Civilian  Per¬ 
sonnel  Officer  or  to  Staff  Director,  Civilian  Personnel,  HQ  DLA. 
The  employee  or  former  employee  must  provide  full  name,  DLA 
organizational  element  in  which  employed  at  time  of  appeal,  position 
description  number  and,  if  requesting  in  person,  must  present  activity 
identification  badge  or  other  suitable  identification. 

Record  access  procedures: 

Assistance  may  be  obtained  from  SYSMANAGER.  Official  mail¬ 
ing  addresses  are  in  the  DoD  directory  in  the  appendix  to  the  DLA 
systems  notice.  Written  requests  for  information  should  contain  the 
full  name,  current  address  and  telephone  numbers  of  the  individual. 
For  personal  visits,  the  individual  should  provide  full  name,  organiza¬ 
tional  element  at  time  of  appeal,  position  description  number  and 
activity  identification  badge  or  other  suitable  identification. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Appellant,  cognizant  Office  of  Civilian  Personnel,  supervisors,  HQ 
DLA  Personnel  Office  staff  and  CSC  officials. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S337.01DLA-K 

System  name: 

337.01  Labor  Management  Relations  Records  Systems 

System  location: 

Headquarters,  Defense  Logistics  Agency  (HQ  DLA)  and  Primary 
Level  Field  Activities. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  who  are  involved  in  a  grievance  which  has 
been  referred  to  an  arbitrator  for  resolution;  civilian  employees  in¬ 
volved  in  the  filing  of  an  Unfair  Labor  Practice  complaint  which  has 
been  referred  to  the  Assistant  Secretary  of  Labor  Management  Rela¬ 
tions;  union  officials;  union  stewards;  and  representatives. 

Categories  of  records  in  the  system: 

Folder  contains  all  information  pertaining  to  a  specific  arbitration 
case  or  specific  Unfair  Labor  Practice  with  whom  Department  of 
Defense  has  dealings;  field  activities  maintain  roster  of  local  union 
officials  and  union  stewards. 

Authority  for  maintenance  of  the  system: 

EO  11491  as  amended  Labor-Management  Relations  in  the  Federal 
Service. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  and  employees  of  the  Department  of  Defense  (to  include 
Army,  Navy,  Air  Force,  and  other  DoD  agencies)  in  the  perform¬ 
ance  of  their  official  duties  related  to  the  Labor-Management  Rela¬ 
tions  Program,  e.g.  administration/implementation  of  arbitration 
awards,  interpretation  of  the  Executive  Order  through  third  party 
case  decisions;  national  consulation  and  other  dealings  with  the  rec¬ 
ognized  unions. 

Representatives  of  the  U.S.  Civil  Service  Commission  on  matters 
relating  to  the  inspection,  survey,  audit,  or  evaluation  of  Civilian 
Personnel  Management  Programs. 


The  Comptroller  General  or  any  of  his  authorized  representatives, 
in  the  course  of  the  performance  of  duties  of  the  General  Accounting 
Office  relating  to  the  Labor  Management  Relations  Program. 

Officials  and  employees  of  ther  components  of  the  Department  of 
Defense  in  the  performance  of  their  official  duties  related  to  the 
administration  of  the  Labor-Management  Relations  Program.  A  duly 
appointed  hearing  examiner  or  arbitrator  for  the  purpose  of  conduct¬ 
ing  a  hearing  in  connection  with  an  employee’s  grievance. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  files,  maintained  in  paper  folders. 

Retrievability: 

Manual  records  are  retrieved  by  case  subject,  case  numbers,  and/ 
or  individual  employee  names. 

Safeguards: 

All  individually  indentifiable  files  are  accessible  only  to  authorized 
personnel  having  a  need-to-know. 

Retention  and  disposal: 

Case  files  retained  for  ten  years.  Union  official  rosters  are  normally 
destroyed  after  a  new  roster  has  been  established. 

System  manager(s)  and  address: 

Civilian  Personnel  Officer  or  comparable  official  of  the  Civilian 
Personnel  Office  servicing  the  activity/installation. 

Notification  procedure: 

'  Request  by  correspondence  should  be  addressed  to:  Civilian  Per¬ 
sonnel  Officer  of  activity/installation.  The  letter  should  contain  the 
full  name,  and  signature  of  the  requester.  The  individual  may  visit 
the  Department  of  Defense  activity  at  which  he  or  she  is  employed. 

Record  access  procedures: 

Procedures  for  notification  shown  above  apply.  In  addition,  re¬ 
quester  must  be  able  to  provide  some  suitable  type  of  identification. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Servicing  Civilian  Personnel  Offices,  arbitrator’s  office.  Office  of 
Assistant  Secretary  of  Labor  for  Labor-Management  Relations,  union 
headquarters  office. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S337.25DLA-K 

System  name: 

337.25  Employee  Relations  under  Negotiated  Grievence  Proce¬ 
dures 

System  location: 

Headquarters,  Defense  Logistics  Agency  (HQ  DLA)  and  Primary 
Level  Field  Activities. 

«  Categories  of  individuals  covered  by  the  system: 

Department  of  Defense  civilian  employee  whom  discipline,  grie¬ 
vence,  and  complaints  records  exist.  Discrimination  complaints  of 
civilian  employees,  applicants  for  employment  and  former  employees 
in  appropriated  and  non-appropriated  positions. 

Categories  of  records  in  the  system: 

Manual  files,  maintained  in  paper  folders,  contain  copies  of  docu¬ 
ments  and  information  pertaining  to  discipline,  grievences,  com¬ 
plaints,  and  appeals. 

Authority  for  maintenance  of  the  system: 

EO  9830,  Amending  the  Civil  Service  Rules  and  providing  for 
Federal  Personnel  Administration;  4  U.S.C.  1302,  3301,  3302;  EO 
10577,  Amending  the  Civil  Service  Rules  and  Authorizing  a  New 
Appointment  System  for  the  Competitive  System;  P.L.  92-261,  Equal 
Employment  OpportuiTity  Act  of  1972;  P.I,..  93-259,  Extension  of 
Age  Discrimination  in  Employment  Act  of  1967;  5  U.S.C.  7512,  EO 
11491,  Labor-Management  Relations  in  the  Federal  Service. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Officials  of  the  Department  of  Defense  (to  include  Army,  Navy, 
Air  Force  or  other  DoD  agencies)  in  the  performance  of  their 
official  duties  related  to  the  management  of  civilian  employees  in  the 
processing,  administration,  and  adjudication  of  discipline,  grievance, 
complaints,  appeals,  litigation,  and  program  evaluation.  Representa¬ 
tives  of  the  United  States  Civil  Service  Commission  on  matters  relat- 
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ing  to  the  inspection,  survey,  audit  on  evaluation  of  civilian  personnel 
management  programs  or  personnel  actions,  or  such  other  matters 
under  the  jurisdiction  of  the  Commission.  Appeals  authority  for  the 
purpose  of  conducting  hearings  in  connection  with  employees’  ap¬ 
peals  from  adverse  actions  and  formal  discrimination  complaints. 

The  Comptroler  General  or  any  of  his  authorized  representatives 
in  the  course  of  the  performance  of  duties  of  the  General  Accounting 
Office  relating  to  the  civilian  manpower  management  programs. 

The  Attorney  General  of  the  United  States  or  his  authorized  repre¬ 
sentatives  in  connection  with  litigation,  taw  enforcement  or  other 
matters  under  the  direct  jurisdiction  of  the  Department  of  Justice  or 
carried  out  as  the  legal  representative  of  the  Executive  Branch  agen¬ 
cies. 

The  Senate  or  the  House  of  Representatives  of  the  United  States 
or  any  member,  committee  or  subcommittee  or  joint  committees  on 
matters  within  their  jurisdiction  relating  to  the  above  programs. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  are  stored  in  paper  folders. 

Retrievability: 

Manual  records  are  filed  by  last  name. 

Safeguards: 

All  records  are  stored  under  strict  control  and  are  available  only 
to  authorized  personnel  having  a  need  to  know. 

Retention  and  disposal: 

Manual  records  destroyed  after  five  years. 

System  managerts)  and  address: 

Civilian  Personnel  Officer  or  comparable  official  of  the  Civilian 
Personnel  Office  servicing  the  Department  of  Defense  activity/instal¬ 
lation. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to:  Civilian  Per¬ 
sonnel  Office  of  activity/installation.  The  letter  should  contain  the 
full  name,  and  signature  of  the  requester  and  the  type  of  record 
sought.  The  individual  may  visit  the  activity  at  which  he  or  she  is 
employed.  ^ 

Record  access  procedures: 

Above  procedures  for  notification  apply.  In  addition,  requester 
must  provide  some  suitable  type  of  identification. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents,  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Supervisors  or  other  appointed  officials  designated  for  this  pur¬ 
pose. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S339.10  DLA-C 

System  name: 

339.10  Auditor  Profile 

System  location: 

Auditor  General,  Office  of  the  Comptroller,  Headquarters  Defense 
Logistics  Agency  (HQ  DLA) 

Categories  of  individuals  covered  by  the  system: 

Civilian  audit  staff  members  of  the  Auditor  General,  DLA 

Categories  of  records  in  the  system: 

Cards  which  present  employees'  background,  specific  work  assign¬ 
ments,  training  and  development  activities.  Employee  statement  on 
desires  for  work  assignment,  training,  and  rotation. 

Authority  for  maintenance  of  the  system: 

lOUSC  136(bX3)(D),  5USC  302  (bXl) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  as  a  guide  to  supervisors  in  identifying  the  employee’s  specif¬ 
ic  training  and  development  requirements,  and  in  preparing  various 
personnel  reports.  Us^  by  HQ  DLA  to  select  members  of  audit 
review  teams. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  card  file 


Retrievability: 

Organizationally  and  alphabetically  by  last  name  of  employee. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  Auditory  Gen¬ 
eral  personnel. 

Retention  and  disposal: 

Records  are  destroyed  upon  employee’s  separation  from  Auditor 
General’s  Office. 

System  managerfs)  and  address: 

Auditor  General,  DLA. 

Notification  procedure: 

Written  or  personal  requests  may  be  directed  to  the  SYSMAN¬ 
AGER. 

Record  access  procedures: 

Requests  should  be  addressed  to  the  SYSMANAGER.  For  person¬ 
al  visits,  individual  must  provide  some  form  of.  identification,  such  as, 
driver’s  license.  Written  requests  must  contain  fully  name  and  address 
of  the  employee.  Official  mailing  address  is  listed  in  the  DoD  direc¬ 
tory. 

Contesting  record  procedures:. 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Qualifications  statements  (Standard  Form  171),  personnel  actions, 
annual  employee  questionnaire. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S339.10DLA-K 

System  name:  ' 

339.10  Headqqarters  Defense  Logistics  Agency  (HQ  DLA)  Auto¬ 
mated  Civilian  Personnel  Data  Bank  Sys 

System  location: 

Office  of  Civilian  Personnel,  DLA  Administrative  Support  Center 
(DASC-Z),  Cameron  Station,  Alexandria,  VA  22314 

Categories  of  individuals  covered  by  the  system: 

U.  S.  Citizen  civilian  employees  of  the  DLA  who  are  paid  from 
appropriated  funds,  and  former  such  employees. 

Categories  of  records  in  the  system: 

Data  on  current  position  occupied  by  employee,  data  on  employ¬ 
ee’s  current  employment  status  with  DLA,  training  data,  and  selected 
personal  data  including:  social  security  account  number;  name;  sex; 
minority  group  designation;  date  of  birth;  physical  handicap;  Govern¬ 
ment  insurance;  veteran’s  preference;  Military  Reserve  Status;  Re¬ 
tired  Military  Status;  education;  and  whether  individual  passed  the 
Federal  Service  Entrance  Examination  or  Professional  and  Adminis¬ 
trative  Career  Examination. 

Authority  for  maintenance  of  the  system: 

5  U.  S.  Code,  Sec.  301,  302,  and  2951,  2952,  2954,  E.O.  10561, 
E.O.  9397,  and  Federal  Personnel  Manual  Chapters  250  and  291 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purposes  of  this  system  are  to  prepare  reports  required  by  the 
Executive,  Legislative  and  Judicial  Branches  of  government,  and  to 
provide  information  to  officials  of  DLA  for  effective  personnel  ad¬ 
ministration. 

Information  is  used:  To  provide  management  data  for  use  of  HQ 
DLA  and  Field  officials.  For  transfer  of  current  data, to  the  Civil 
Service  Commission  on  a  monthly  basis  tor  inclusion  in  their  Central 
Personnel  Data  File. 

For  disclosures  to  members  or  committees  of  Congress  with  a 
stated  valid  need  for  the  information  in  the  performance  of  their 
official  duties.  To  furnish  or  publish  information  on  the  DLA  Civil¬ 
ian  workforce  to  Federal  Agencies,  the  Congress,  or  courts  of  law, 
and  other  Freedom  of  Information  Releases. 

To  provide  information  in  litigation  and  other  administrative 
review  processes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  and  disc,  computer  paper  printouts,  microfiche. 

Retrievability: 

Records  identified  to  a  specific  civilian  employee  are  accessed  and 
retrieved  by  social  security  account  number. 
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Safeguards: 

Paper  printouts  or  microfiche  records  which  contain  only  statisti¬ 
cal  information  are  released  to  responsible  persons  whose  stated 
needs  are  not  in  violation  of  Federal  Statute. 

Paper  printouts  or  microfiche  records  which  contain  individually 
identifiable  information  are  releasable  only  under  conditions  author¬ 
ized  by  Federal  Statute. 

Records  are  secured  in  appropriate  storage  and/or  file  cabinets 
when  not  under  the  control  of  Personnel  Office  officials  during  duty 
hours. 

During  non-duty  hours,  records  are  secured  in  either  locked  stor¬ 
age  and/or  file  cabinets.  Tlie  area  in  which  the  records  are  secured  is 
protected  by  a  building  security  guard  system. 

Individually  identifiable  personnel  documents  will  either  be  hand- 
carried  or  will  be  transmitted  in  envelopes  addressed  to  a  specific 
office  or  individual  and  marked  to  be  opened  by  addressee  only. 

Magnetic  tape  and  disc  are  kept  in  the  computer  room  which  is 
itself  a  security  container  with  locked  door  and  access  limited  to 
persons  appropriately  cleared  and  identified.  Tapes  and  disc  packs 
are  stored  in  a  tape  library  when  not  used  in  processing  and  are 
logged  in  and  out  only  to  cleared  personnel  with  an  official  need. 
Tapes  are  transmitted  to  the  Civil  Service  Commission  by  mail  or 
courier.  Reports  with  individual  data  are  closely  controlled.  Person¬ 
nel  who  process  these  reports  are  appropriately  cleared  and  maintain 
continuous  observation  of  reports  during  all  processing  phases.  Re¬ 
ports  are  kept  under  appropriate  physical  safeguards  when  not  being 
processed  or  used. 

An  individual  requesting  information  in  records  must  identify  self 
and  his  relationship  to  the  individual  upon  whom  the  record  informa¬ 
tion  is  being  requested. 

An  individual  other  than  the  individual  of  record  must  specify 
what  information  is  requested  and  the  purpose  for  which  it  would  be 
used  if  disclosed.  The  SYSMANAGER  or  his  delegated  assistant 
determines  if  request  is  reasonable  and  consistent  with  provisions  of 
the  Freedom  oi  Information  Act  and  the  Privacy  Act  of  1974. 

Physical  access,  that  is  the  ability  to  obtain  the  record,  is  limited 
to: 

Personnel  Office  officials  ' 

Civil  Service  Commission  officials 
Data  processing  officials 

Supervisors  for  those  records  which  they  are  authorized  to 
maintain 

Retention  and  disposal: 

Printouts  or  microfiche  reports  are  considered  as  working  papers 
to  support  particular  projects,  inquiries,  studies  or  administrative 
need.  They  will  be  retained  until  the  purpose  for  which  generated 
has  been  met.  They  will  then  be  destroyed  by  shredding  or  burning. 

Data  maintained  on  magnetic  tape  or  disc  are  to  be  retained  for 
five  years.  They  will  then  be  degaussed. 

System  managerts)  and  address: 

Chief,  Civilian  Personnel  Division,  DASC,  Cameron  Station,  Alex¬ 
andria,  VA  22314 

Notification  procedure: 

Information  may  be  obtained  from: 

Chief,  Civilian  Personnel  Division 
DASC-Z,  Room  4D690 
Cameron  Station 
Alexandria,  VA  22314 

Requestor  must  provide  last  name,  first  name,  middle  initial,  and 
social  security  account  number.  If  request  is  by  mail,  requestor  must 
also  furnish  current  address. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to: 

Chief,  Civilian  Personnel  Division 
DASC-Z,  Room  4D690 
Cameron  Station 
Alexandria.  V'A  22314 

Requests  for  information  must  be  in  writing  and  contain  last  name, 
first  name,  middle  initial,  social  security  account  number,  date  of 
birth,  current  address,  phone  number  where  individual  may  be 
reached  during  the  day,  and  a  signed  statement  certifying  that  the 
individual  understands  that  knowingly  or  willfully  seeking  or  obtain¬ 
ing  access  to  records  about  another  individual  under  false  pretenses  is 
punishable  by  a  fine  of  up  to  5,000  dollars.  Complete  records  are 
maintained  only  on  magnetic  tapes  or  discs  and  are  not  available  for 
access  by  personal  visits. 

Contesting  record  procedures: 

The  agency’s  rule  for  contesting  contents  and  appealing  initial 
determination  bv  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 


Record  source  categories: 

Input  from  employees  of  civilian  personnel  offices  and  Equal  Em¬ 
ployment  Opportunity  Officers  who  obtain  information  from:  the 
Official  Personnel  Folder  and  other  personnel  documents,  personal 
contact  with  individual  concerned,  applications  and  forms  completed 
by  the  individual;  and  input  from  inteiface  with  the  DLA  Automated 
Payroll,  Cost  and  Personnel  System  (APCAPS). 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S339.50DLA-K 

System  name: 

339.50  Supervisors’  Personnel  Records 

System  location: 

Office  of  supervisor  or  manager  having  supervision  over  the  indi¬ 
vidual  employee,  at  each  Defense  Logistics  Agency,  (DLA)  activity. 

Categories  of  individuals  covered  by  the  system: 

DLA  civilian  employees,  full  time  and  part  time,  paid  from  appro¬ 
priated  Sr  nonappropriated  funds. 

Categories  of  records  in  the  system: 

Records  of  supervisors  who  are  geographically  accessible  to  their 
employees’  Official  Personnel  Folders  may  contain  Standard  Forms 
7A  and  7B  (Employee  Record  Card  and  continuation);  Supervisor’s 
copy  of  position  description,  performance  evaluations,  other  evalua¬ 
tions  for  official  purposes  (such  as  promotion  or  for  application  for 
other  positions);  supervisor’s  notations  of  employee  successes  or  short 
comings,  for  use  in  developing  performance  evaluations,  for  counsel¬ 
ing  employees  and  for  basing  disciplinary  actions;  records  of  training 
requested,  scheduled  or  taken;  printouts  from  automated  personnel 
systems  providing  supervisors  with  day-to-day  operating  level  infor¬ 
mation  concerning  their  employees;  letters,  documents,  notations  or 
other  information  maintained  only  temporarily  by  the  supervisor  re¬ 
garding  an  individual  employee  during  the  time  some  particular 
action  relating  to  the  employee  is  being  planned  or  taken.  Informa¬ 
tion  in  these  records  will  be  the  minimum  essential  to  effective 
supervision.  An  operating  or  work  personnel  folder  may  be  main¬ 
tained  by  operating  officials  in  field  offices  geographically  remote 
from  the  personnel  office,  or  by  personnel  or  administrative  offices  of 
field  installations  that  do  not  have  full  delegated  personnel  manage¬ 
ment  authority  (and  their  official  personnel  folders  are  maintained  by 
higher  echelon  in  another  city  or  geographic  location).  In  addition  to 
the  contents  listed  above,  such  records  may  contain  information  on 
employee  experience,  education,  special  qualifications  and  skills  and 
conduct. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  1302;  E.O.  10561;  FPM  Supplement  293-31,  Subchapters 
7  and  8. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Supervisors,  managers  and  other  officials  of  the  DLA  in  carrying 
out  their  official  duties  for  supervision  and  counseling  of  civilian 
employees  and  the  administration  of  employee  evaluation,  discipline 
and  training. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Manual  records  in  file  folders  or  in  card  files.  Records  in  this 
system  will  be  kept  at  only  one  organizational  level  and  not  duplicat¬ 
ed  in  other  organizational  levels. 

Retrievability: 

By  employee  name  or  by  organizational  segment  or,  in  some  cases, 
by  name  within  subject  matter,  such  as  training. 

Safeguards: 

All  records  are  maintained  under  the  strict  control  of  the  supervi¬ 
sor  or  other  management  official  and  are  accessible  only  to  author¬ 
ized  persons.  They  are  retained  in  locked  cabinets  or  in  supervisors’ 
locked  desk  drawers  or  in  a  secured  room  or  area. 

Retention  and  disposal: 

Records  are  maintained  during  the  employee’s  tenure  with  the 
particular  supervisor  or  organization  and,  after  purging,  are  trans¬ 
ferred  to  the  employee’s  subsequent  supervisor  if  in  the  same  DLA 
activity.  When  an  employee  leaves  the  activity  through  transfer  or 
other  separation  the  records  will  be  sent  to  the  personnel  office  for 
comparison  with  the  official  personnel  folder.  The  personnel  office 
will  screen  the  records  to  ensure  that  no  documents  are  included 
which  should  be  permanently  filed  in  the  official  personnel  folder 
and  then  destroy  the  remainder.  Documents  which  are  purged  from 
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the  ofTicial  personnel  folder  during  employment  are  also  purged  from 
supervisor’s  records. 

System  managers)  and  address: 

Civilian  Personnel  Officer  servicing  the  DLA  activity  involved. 

Notification  procedure: 

Requests  for  information  will  normally  be  addressed  to  the  em¬ 
ployee’s  immediate  supervisor  or  to  a  higher  level  supervisor.  Re¬ 
quest  by  correspondence  should  be  addressed  to  the  Civilian  Person¬ 
nel  Officer  of  the  particular  activity  where  the  individual  is  em¬ 
ployed  or  was  formerly  employed.  Mailing  addresses  are  provided  in 
the  Department  of  Defense  component  directory  published  in  the 
Federal  Register.  The  letter  should  contain  the  full  name  of  the 
requestor  and  his  signature. 

Record  access  procedures: 

The  agency’s  rules  for  access  to  records  by  the  individual  con¬ 
cerned  may  be  obtained  from  the  SYSMANAGER. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

The  data  is  gathered  from  the  individual  employee,  the  employee’s 
present  and  former  supervisors  at  various  levels,  from  official  person¬ 
nel  folders  and  other  personnel  documents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S339.50DSAO-S 

System  name: 

339.50  DSAO  Staff  Information  File 

System  location: - 

DLA,  Data  Systems  Automation  Office,  P.O.  Bo.x  1605,  Columbus, 
Ohio  43216. 

Categories  of  individuals  covered  by  the  system: 

All  DSAO  employees. 

Categories  of  records  in  the  system: 

Personnel  type  information  concerning  each  staff  member,  includ¬ 
ing  name,  home  address,  grade  and  step,  sex,  job  class,  position  title, 
home  and  office  telephone  numbers,  birth  date,  service  computation 
date,  subsidiary  cost  code,  office  symbol,  position  code,  supervisory 
code,  employee  account  number,  Social  Security  Number,  War 
Emergency  Support  Plan  assignment,  and  AUTOVON  approval. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.,  Sec  301,  302. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  to  provide  readily  accessible  data  about 
staff  which  are  required  for  day-to-day  operations  and  which  would 
be  impractical  to  organize  and  use  on  a  manual  basis  or  from  other 
records.  Information  is  used  by  officials  of  the  DSAO  and  the  De¬ 
fense  Construction  Supply  Center  (DCSC):  As  a  reference  report  to 
determine  or  verify  data  concerning  each  staff  member  in  the  process 
of  day-to-day  operations;  to  provide  the  Operations  Control  Center 
the  capability  to  contact  individuals  during  non-duty  hours  for  pro¬ 
viding  assistance  to  system  users;  to  determine  staff  members  eligible 
for  retirement  in  the  next  five  years  and  develop  plans  as  necessary 
for  replacement  of  personnel  who  could  retire;  to  forward  congratu¬ 
latory  messages  on  the  anniversary  of  individual’s  birth;  to  provide  a 
complete  list  by  organizational  assignment  and  to  identify  location  of 
each  staff  member,  account  for  vacancies  and  encumbered  positions 
and  determine  progress  toward  average  grade  level  goal(s);  for  ac¬ 
counting  purposes  in  submitting  jobs  to  the  computer  center;  to 
provide  a  list  of  the  identifying  numbers  assigned  to  each  staff  posi¬ 
tion  for  use  in  various  personnel  actions;  to  provide  a  list  of  subsidi¬ 
ary  cost  codes  assigned  to  each  individual,  to  determine  that  correct 
code  is  assigned,  for  use  on  various  personnel  actions;  to  assign 
parking  spaces;  to  identify  individuals  assigned  responsibility  under 
the  War  Emergency  Support  Plan  (WESP);  to  identify  individuals 
eligible  to  authorize  AUTOVON  calls  during  non-duty  hours;  to 
verify  and/or  modify  the  Profile  Data  Analysis  Report  concerning 
minority  and  female  employees;  and  to  produce  a  telephone  list  for 
DSAO  staff  use. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

On  ADP  punched  cards  and  hard  copy  printouts. 


Retrievability: 

Individual  information  is  retrievable  by  Social  Security  Number 
and  name. 

Safeguards: 

Information  is  disclosed  only  to  agency  officials  on  a  need-to-know 
basis. 

Retention  and  disposal: 

Reports  are  destroyed  when  superseded  by  new  reports. 

System  managerts)  and  address: 

Chief,  Data  Systems  Automation  Office. 

Notification  procedure: 

Requests  should  be  addressed  to  the  SYSMANAGER.  Individual 
must  provide  full  name  and  Social  Security  Number.  Personal  visits 
may  be  made  to  the  Management  Support  Office,  DSAO.  Individual 
must  provide  identification  card/badge  or  other  Federal  Govern¬ 
ment-issued  identification. 

Record  access  procedures: 

Procedures  same  as  for  notification. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Individual  personnel  actions,  DCSC  Name  and  Address  Change 
Notice,  and  other  similar  documents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S352.10DLA-K 

System  name: 

352. 10  Nominations  for  Awards 

System  location: 

Agency  officials  to  evaluate  contributions  (approve  or  disapprove 
award),  other  nominations  for  honorary  and  cash  awards.  Organiza¬ 
tional  elements  of  HQ  DLA  and  PLFAs:  Files  on  nominations  for 
awards  initiated  or  evaluated  within  the  organizational  element. 

Categories  of  individuals  covered  by  the  system: 

Civilian  personnel  assigned  to  DLA  who  are  nominated  for  De¬ 
fense,  (OSD),  other  Government  activities,  and  private  organizations; 
cash  awards  which  exceed  1,000  dollars  based  on  tangible  benfits,  500 
dollars  based  on  intangible  benefits  or  1,300  dollars  based  on  a  com¬ 
bination  of  tangible  and  intangible  benefits  and  various  awards. 

Categories  of  records  in  the  system: 

Justifications  submitted  in  support  of  award  nominations,  evalua¬ 
tion  statements,  photographs  when  required  by  the  sponsoring  orga¬ 
nization,  minutes  of  DLA  Recognition  and  Awards  Board  meetings, 
registers  of  cases,  and  reports  submitted  to  Office  of  the  Secretary  of 
Defense  and  Civil  Service  Commission. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  4501-4506,  10  U.S.C.  1124,  Chapter  451  of  the  Federal 
Personnel  Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  in  support  of  action  taken  on  contribu¬ 
tions  and  award  nominations  and  for  preparation  of  statistical  and 
narrative  reports  required  by  Office  of  the  Secretary  of  Defense  and 
Civil  Service  Information  is  used  by:  Commission.  Headquarters  De¬ 
fense  Logistics  Agency  (HQ  DLA):  Nominations  for  DLA  Primary 
Level  Field  Activities  (PLFA):  Above  files  plus  all  Training  and 
Incentives  Division,  Staff  Director,  Civilian  Personnel,  honorary 
awards  sponsored  by  DLA,  Office  of  the  Secretary  of  Members  of 
DLA  Recognition  and  Awards  Board  •  to  evaluate  contributions 
requiring  approval  of  the  Director,  DLA.  Members  of  other  Federal 
activities  and  members  of  Private  Organizations  •  to  evaluate  nomina¬ 
tions  for  awards  sponsored  by  them  for  which  DLA  personnel  are 
nominated.  Officials  of  other  DoD  Components  and  other  Govern¬ 
ment  activities  -  to  evaluate  for  possible  adoption  and  use  contribu¬ 
tions  made  by  DLA  personnel  that  concern  the  operation  of  their 
functions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  card  index  files,  and  registers  in 
notebooks. 

Retrievability: 
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Award  nominations  may  be  Hied  alphabetically  by  nominee's  name 
or  by  award  title,  in  personnel  offices.  Filed  by  type  of  award  or 
suggestion  in  organizational  elements  of  HQ  DLA  and  PLFAs. 

Safeguards: 

Maintained  hi  locked  containers  in  areas  accessible  only  to  Agency 
personnel. 

Retention  and  disposal: 

Nominations  for  Awards  •  files  are  closed  upon  completion  of  the 
action,  cut-ofT  at  the  end  of  the  fiscal  year,  held  for  two  years,  then 
destroyed. 

System  manageKs)  and  address: 

Incentives  Awards  Administrator,  Chief,  Training  and  Incentives 
Division,  Staff  Director,  Civilian'  Personnel,  HQ  DLA;  Civilian  Per¬ 
sonnel  Officers  of  DLA  PLFAs.' 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  type  of 
award  for  which  nominated,  and  activity  at  which  nomination  was 
submitted. 

Record  access  procedures: 

Requests  for  assistance  should  be  directed  to  the  SYSMANAGER. 
Official  mailing  addresses  are  in  the  DoD  Directory  in  the  appendix 
to  the  DLA  systems  notice.  Individual  must  provide  full  name  and 
type  of  award  for  which  nominated  and  activity  at  which  nomination 
was  submitted. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

DLA  supervisors  and  managers  who  initiate  and  evaluate  nomina¬ 
tions,  members  of  DLA  Recognition  and  Awards  Board. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S370,20DLA-KH 

System  name: 

370.20  Individual  Accident  Case  Files 

System  location: 

Primary  System  -  Case  files  on  disabling  work  Oost  time)  injuries, 
property  damage  accidents  (100  dollars  or  more),  and  motor  vehicle 
accidents  with  a  disabling  work  injury  or  property  damage  exceeding 
100  dollars:  Safety  and  Health  Division,  Staff  Director,  Civilian  Per¬ 
sonnel,  Headquarters,  Defense  Logistics  Agency  (HQ  DLA).  Decen¬ 
tralized  segments  -  Above  files  plus  all  other  injuries  and  accidents: 
HQ  DLA  principal  staff  elements,  DLA  Primary  Level  Field  Activi¬ 
ties  (PLFA),  secondary  and  third  level  field  activities,  where  inci¬ 
dents  occurred. 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel,  contractor  employees,  and  other 
personnel  who  are  injured  on  the  premises  of  DLA  or  performing 
assignment  incident  to  DLA  operations.  Also  relates  to  accidentsd 
damage  to  vehicles,  equipment,  and  property. 

Categories  of  records  in  the  system: 

Reports,  statements  of  witnesses,  photographs  and  related  papers, 
including  summarized  information  maintain^  for  the  purpose  of 
identifying  accident  repeaters  and  safety  award  recipients,  regarding 
accidents  incident  to  DLA  operations,  pertaining  to  injuries  to  indi¬ 
viduals  or  accidents  involving  motor  vehicles  and  other  equipment  or 
structural  property  damage. 

Authority  for  maintenance  of  the  system: 

PL  91-596,  The  Occupational  Safety  and  Health  Act  of  1970 
(OSHA).  required  each  agency  to  'keep  adequate  records  of  all 
occupational  accidents  and  illnesses  for  proper  evaluation  and  neces¬ 
sary  corrective  action.  E.0.11612.  • 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  for  accident-cause  identification,  formu¬ 
lation  of  accident  prevention  programs,  accident  repeater  identifica¬ 
tion,  safety  award  recipient  identification,  and  for  preparation  of 
statistical  reports  required  by  higher  authority. 

Information  is  used  by: 

Agency  supervisors  and  managers  -  to  determine  actions  required 
to  correct  the  cause  of  the  accident. 

Safety  offices  -  to  insure  actions  proposed  by  supervisors  and 
managers  are  adequate  to  prevent  future  accidents,  to  identify  acci¬ 


dent  repeaters  and  safety  award  recipients,  to  provide  verification 
that  an  accident  occurred  to  personnel  involved  in  processing  work¬ 
men's  compensation  cases,  to  extract  non-personal  data  to  prepare 
statistical  reports,  accident  summaries,  and  accident  prevention  infor¬ 
mation  for  inclusion  in  Agency  internal  publications. 

S^urity  personnel  -  for  verification  of  accident  cause,  and  for 
formulation  of  possible  changes  to  activity  rules  of  conduct. 

Government  and  Non-Government  Medical  personnel  -  in  making 
medical  determinations  about  individuals  involved  in  accidents. 

Facilities  engineers  and  maintenance  personnel  •  for  formulation  of 
future  installation  facilities  and  equipment  plans  and  budgets,  and 
correction  of  operating  procedures. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  card  index  files. 

Retrievability: 

Filed  by  organizational  activity  and/or  alphabetically  by  last  name 
of  injured  person  or  principal  person  involved  in  accident,  when 
known. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  Agency  person¬ 
nel. 

Retention  and  disposal: 

Records  are  destroyed  ten  years  after  all  aspects  of  the  case  are 
closed.  They  are  retained  in  active  file  until  end  of  calendar  year  in 
which  case  is  closed,  held  one  to  three  additional  years  in  inactive 
file  and  subsequently  retired  to  Federal  Records  Center,  held  for  the 
remaining  years  and  destroyed. 

System  managerts)  and  address: 

Staff  Director,  Civilian  Personnel,  DLA;  Safety  Officers,  DLA 
Primary  Level  Field  Activities. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  name  of 
DLA  activity  at  which  incident  occurred;  or  if  individual  is  or  was  a 
DLA  employee,  name  of  employing  activity  is  also  required. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGER  are  in  the  DoD 
Directory  in  the  appendix  to  the  DLA  systems  notice  Written  re¬ 
quests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual  and  a  signed  statement 
asserting  his  or  her  identity  and  stipulating  that  the  individual  under¬ 
stands  that  knowingly  or  willfully  seeking  or  obtaining  access  to 
records  about  another  individual  under  false  pretenses  is  punishable 
by  a  fine  of  up  to  5,000  dollars.  For  personal  visits,  the  individual 
should  be  able  to  provide  some  acceptable  identification,  that  is, 
driver's  license,  employing  office  identification  card,  and  give  some 
verbal  information  that  could  be  verified  with  his  'case'  folder. 

Contesting  record  procedures: 

'The  agency's  rules  for  cohtesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee's  supervisors,  medical  units,  DLA  protective  service, 
civilian  police,  fire  department,  investigating  officer,  or  witness  to 
accident. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S380.01DLA-K 

System  name: 

380.01  Employee  Assistance  Program  Case  Record  Systems 

System  location: 

Headquarters  Defense  Logistics  Agency  (HQ  DLA)  and  Primary 
Level  Field  Activities. 

Categories  of  individuals  covered  by  the  system: 

All  civilian  employees  in  appropriated  and  non-appropriated  fund 
activities  who  are  referred  by  management  for,  or  voluntarily  re¬ 
quest,  counseling  assistance. 

Categories  of  records  in  the  system: 

Systems  are  comprised  of  case  records  on  employees  which  are 
maintained  by  counselors,  supervisors,  civilian  personnel  offices  and 
social  action  offices  and  consist  of  information  on  condition,  current 
status,  and  progress  of  employees  or  dependents  who  have  alcohol, 
drug,  emotional,  or  other  job  performance  problems. 
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Authority  for  maintenance  of  the  system: 

Drug  Abuse  Office  and  Treatment  Act  of  1972,  as  amended  by 
Public  Law  93-282  (21  U.S.C.  1175);  Comprehensive  Alcohol  Abuse 
and  Alcoholism  Prevention,  Treatment,  and  Rehabilitation  Act  of 
1970,  as  amended  by  Public  Law  93-282  (42  U.S.C.  4582);  Sub¬ 
chapter  A  of  Chapter  I,  Title  42,  Code  of  Federal  Regulations; 
Chapter  43  of  Title  5,  U.S.C. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  by  the  counselor  in  the  execution  of  his/her  counseling 
function  as  it  applies  to  the  individual  employee,  selected  information 
may  be  provided  to  and  used  by  other  counselors  or  medical  person¬ 
nel,  research  personnel,  employers,  representatives  such  as  legal 
counsel,  and  to  other  agencies  or  individuals  when  disclosure  is  to 
the  employee’s  benePit,  such  as  for  processing  retirement  applications. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Case  records  are  stored  in  paper  file  folders. 

Retrievahility: 

By  employer  name  or  by  locally  assigned  identifying  number. 

Safeguards: 

All  records  are  stored  under  strict  control.  They  are  maintained  in 
spaces  normally  accessible  only  to  authorized  persons,  normally  in 
locked  cabinets. 

Retention  and  disposal: 

Records  are  purged  of  identifying  information  within  five  years 
after  termination  of  counseling  or  destroyed  when  they  are  no  longer 
useful. 

System  managerfs)  and  address: 

Civilian  Personnel  Officer  or  comparable  official  of  the  Civilian 
Personnel  Office  servicing  the  activity/installation. 

Notification  procedure: 

Request  by  correspondence  should  be  addressed  to  servicing  civil¬ 
ian  personnel  office  or  to  the  appropriate  Employer  Assistance  Pro¬ 
gram  administrator  at  the  activity.  The  letter  should  contain  the  full 
name  and  signature  of  the  requester  and  the  approximate  period  of 
time,  by  date,  during  which  the  case  record  was  developed. 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to  the  SYSMAN- 
AGER. 

Contesting  record  procedures: 

The  rules  for  contesting  contents  and  appealing  initial  determina¬ 
tions  by  the  individual  concerned  may  be  obtained  from  the  SYS- 
MANAGER. 

Record  source  categories: 

Counselors,  other  officials,  individuals  or  practitioners,  and  other 
agencies  both  in  and  outside  of  Government. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S380.20DLA-K 

System  name: 

380.20  Civilian  Medical  Case  Files 

System  location: 

Geographically  decentralized  to  Defense  Logistics  Agency  (DLA) 
primary  level  field  activities  (PLFA),  secondary  and  third  level  field 
activities  where  records  are  maintained. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  and  other  personnel  who  are  provided  medical 
support  at  DLA  activities. 

Categories  of  records  in  the  system: 

Health  record  case  files  on  periodic  medical  reports,  injury  reports, 
dispensary  treatment  records,  allergy  history,  immunization  records, 
and  medical  correspondence.  Reports  of  dispensary  treatments,  re¬ 
ports  from  private  physicians  of  health  units,  records  of  immuniza¬ 
tions  and  allergies,  records  of  health  related  work  assignment  restric¬ 
tions.  This  system  excludes  records  required  by  the  Civil  ^rvice 
Commission,  that  is  it  excludes  pre-employment  physical  examina¬ 
tions,  Health  Qualification  Placement  Records,  disability  retirement 
examinations,  and  fitness  for  duty  examinations  which  become  a  part 
of  the  Official  Personnel  Folders  (Standard  Form  66)  upon  separa¬ 
tion,  but  which  may  be  maintained  separately  from  the  folder  prior 
to  separation. 

Authority  for  maintenance  of  the  system: 


5  U.S.C.  Section  7901,  Health  Service  Programs. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  in  support  of  the  medical  treatment  and 
preventative  health  programs.  Medical  and  health  personnel  use  the 
records  to  prescribe  treatment,  identify  health  problems,  and  inter¬ 
pose  health  related  restrictions  of  work  activities.  They  provide  nec¬ 
essary  information  to  Agency  supervisors  and  managers  to  alleviate 
health  related  problems  on  the  job  and  to  insure  compliance  with 
health  related  restrictions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  card  index  files,  magnetic  tape 
and  disk,  computer  paper  printout,  microfiche. 

Retrievahility: 

Filed  alphabetically  by  last  name  of  person  in  the  unit. 

Safeguards: 

Records  are  maintained  in  locked  cabinets  or  in  secured  rooms. 
Access  is  limited  to  the  health  unit  staff. 

Retention  and  disposal: 

New  files  are  set  up  each  year.  Records  from  previous  years 
related  to  an  individual  are  brought  forward  when  that  individual  is 
treated  again.  Records  are  destroyed  six  years  after  date  of  last 
papers  in  file. 

System  managers)  and  address: 

Director,  Civilian  Personnel,  DLA  primary  level  field  activities. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Written  requests  shall  include  a  signed  em¬ 
ployee  statement  authorizing  release  of  record  material. 

Record  access  procedures: 

Official  mailing  addresses  of  the  SYSMANAGER  are  in  the  DoD 
Directory  in  the  appendix  to  the  DLA  systems  notice.  Written  re¬ 
quests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual  and  a  signed  statement 
asserting  his  or  her  identity  and  stipulating  that  the  individual  under¬ 
stands  that  knowingly  or  willfully  seeking  or  obtaining  access  to 
records  about  another  individual  under  false  pretenses  is  punishable 
by  a  fine  of  up  to  5,000  dollars.  For  personal  visits,  the  individual 
should  be  able  to  provide  some  acceptable  identification,  that  is, 
driver's  license,  employing  office  identification  card,  and  give  some 
verbal  information  that  could  be  verified  with  his  ’case*  folder. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Physicians,  medical  technicians,  administrative  personnel  engaged 
in  medical  treatment  or  health  programs  at  agency,  contract  or 
private  facilities. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S390.01DLA-KS 

System  name: 

390.01  Grievance  Examiners  and  Equal  Employment  Opportunity 
Investigators  Program  ^ 

System  location: 

Staffing  and  Employee  Relations  Division,  Staff  Director  Civilian 
personnel.  Headquarters  Defense  Logistics  Agency  (HQ  DLA). 

Categories  of  individuals  covered  by  the  system: 

Military  and  Civilian  employees  of  Defense  Logistics  Agency 
(DLA),  or  former  employees,  who  have  been  nominated  by  Com¬ 
manders  of  Primary  Level  Field  Activities  (PLFAs),  to  serve  as 
DLA  grievance  examiners  and  EEO  investigators;  and  have  been 
approved  by  HQ  DLA  are  listed  by  name  on  regional  rosters  as 
available  for  serving  in  those  areas.  Also  retired  Federal  civilian 
employees  and  others  approved  by  HQ  DLA  as  grievance  examiners 
and  EEO  investigators  for  the  Agency  and  available  to  serve  under  a 
non-personal  services  contract  are  listed  by  name  on  regional  rosters. 

Categories  of  records  in  the  system: 

Files  include  regional  rosters  of  approved  investigators/examiners 
of  grievances  and  Equal  Employment  Opportunity  (EEO)  complaints 
which  are  available  to  Commanders  of  Defense  Logistics  Agency 
Primary  Level  Field  Activities. 
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Agency  regional  rosters,  letters  of  nomination  and  approval,  posi¬ 
tion  descriptions,  certificates  of  training,  person^  qualifications  state¬ 
ment.  Standard  Form  171  (SF-171),  and  related  correspondence  and 
papers  pertinent  to  Agency  grievance  examiners  and  EEO  investiga¬ 
tors  program.  * 

Authority  for  maintenance  of  the  system; 

5USC1302,  3301  &  3302,  3105.  EO.  11478,  as  Amended 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose;  Information  is  maintained  for  purposes  of  establishing 
Agency  grievance  examiners  and  EEO  investigators  program  and 
insuring  the  availability  of  quality  personnel  on  short  notice. 

Information  is  used  by:  Civilian  Personnel  officials  of  HQ  DLA 
and  other  involved  DLA  HQ  and  field  officials  to  select  and  super¬ 
vise  grievance  examiners  and  EEO  investigators  as  required. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name  within  regional  area. 

Safeguards: 

Records  are  maintained  in  locked  file  cabinets  in  areas  accessible 
only  to  Agency  personnel. 

Retention  and  disposal: 

Records  are  retained  in  active  file  on  current  basis.  New  approvals 
are  added  continuously  and  deletions  or  withdrawals  are  held  one  to 
three  years  in  inactive  file  and  subsequently  retired  to  Federal  Rec¬ 
ords  Center.  Records  are  destroyed  after  a  total  of  ten  years. 

System  managerts)  and  address: 

Staff  Director,  Civilian  Personnel,  DLA. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SVSMANAGER.  Individual  must  provide  full  name  and,  if  a 
current  DLA  employee,  name  of  DLA  activity  at  which  employed. 

Record  access  procedures: 

Official  mailing  address  is  in  the  Department  of  Defense  Directory 
in  the  appendix  to  the  DLA  systems  notice.  Written  requests  for 
information  should  be  addressed  to  the  SYSMANAGER  and  contain 
the  full  name,  current  address  and  telephone  numbers  of  the  individu¬ 
al.  For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  that  is,  driver's  license,  employing  office 
identification  card,  and  give  some  verbal  information  that  could  be 
verified  with  the  Agency  folder. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtain^  from 
SYSMANAGER. 

Record  source  categories: 

DLA  PLFA  Commanders,  DLA  civilian  personnel  office  staffs, 
other  DLA  officials  and  others  who  may  be  able  to  recommend  or 
provide  information  on  potential  or  present  candidates  for  this  work. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S390.05  DCRB-M 

System  name: 

S390.05  Boston  Equal  Employment  Opportunity  (EEO)  Skills 
Bank. 

System  location: 

Equal  Employment  Office,  Defense  Contract  Administration  Serv¬ 
ices  Region  (DCASR),  Boston. 

Categories  of  individuals  covered  by  the  system: 

Personnel  presently  employed  by  DCASR,  Boston  and  referrals 
from  other  agencies. 

Categories  of  records  in  the  system: 

Individual  skills  records,  including  name  of  individual,  present  po¬ 
sition,  present  grade  and  length  of  time  in  grade,  occupational  skills, 
educational  background,  types  of  jobs  presently  for  which  qualified, 
areas  of  job  interest  (future),  geographic  work  areas  where  ii^ividual 
is  willing  to  locate. 

Authority  for  maintenance  of  the  system: 

E.O.  11478.  EEO  in  the  Federal  Government  and  EEO  Act  of 
1972  (Pub.  L.92-261)  amending  the  Civil  Rights  Act  of  1964. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  of  this  system  is  to  assure  that  qualified  employees  are 
informed  of  upward  mobility  opportunities.  Information  is  used  as  a 
means  of  referral  of  candidates  when  specific  organizational  elements 
make  requests  so  that  candidates  may  ^  alerted  to  be  sure  necessary 
background  materialsi  are  in  files;  as  a  means  of  referral  of  candidates 
to  other  Federal  and  public  agencies  when  specific  inquiries  are 
made:  as  a  means  for  notifying  possible  candidates  of  training  courses 
in  present  or  anticipated  fields.  Data  relative  to  outstanding  referrals 
from  other  agencies  as  well  as  walk-in  applicants  may  be  added  to 
the  system  for  referral  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tapes  and  computer  printouts  stored  in  file  cabinet. 

Retrievability: 

Information  is  retrieved  by  grade,  occupational  skills,  present  job 
qualifications,  job  avocation,  and  location  (entered  by  category 
code),  and  therein  alphabetically  by  name. 

Safeguards: 

Magnetic  tapes  are  maintained  in  tape  library  which  are  accessible 
only  to  authorized  personnel.  Computer  Personnel  who  process  re¬ 
ports  are  appropriately  cleared.  Paper  records  are  maintained  in  files 
in  the  Equal  Opportunity  Office  in  file  cabinets,  which  are  locked 
during  non-duty  hours. 

Retention  and  disposal: 

Records  on  current  employees  will  be  destroyed  upon  employee’s 
separation.  Records  on  outside  referrals  will  be  retained  for  one  year 
after  which  they  will  be  destroyed. 

System  manager(s)  and  address: 

EEO  Officer,  DCASR,  Boston. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  For  personal  visits,  positive  identification  such 
as  a  DLA  identification  card,  driver's  license,  social  security  number 
or  any  identification  containing  a  picture  of  the  requestor  must  be 
presented.  Written  requests  must  contain  full  name,  and  social  secu¬ 
rity  number  or  date  of  birth. 

Record  access  procedures: 

Written  or  personal  requests  directed  to  the  EEO  Officer, 
DCASR,  Boston. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Forms  filled  out  by  individual  employees  and  applicants.  Participa¬ 
tion  in  Skills  Bank  is  voluntary.  Data  will  be  updated  at  the  request 
of  the  individual  candidate  or  applicant. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S431.15DLA-C 

System  name: 

431.15  Travel  Record 

System  location: 

Records  are  maintained  at  all  Defense  Logistics  Agency  (DLA) 
Primary  Level  Field  Activities  (PLFAs) 

Categories  of  individuals  covered  by  tbe  system: 

All  employees,  civilian  and  military,  who  perform  travel.  Tempo¬ 
rary  Duty  (TDY)  or  Permanent  Change  of  Station  (PCS)  for  DLA. 

Categories  of  records  in  the  system: 

Consists  of  copies  of  request  and  authorization  for  TDY  travel  of 
DoD  personnel,  request  and  authorization  for  DoD  civilian  perma¬ 
nent  duty  travel,  travel  voucher,  travel  voucher  or  subvoucher,  claim 
for  reimbursement  for  expenditures  on  official  business  and  record  of 
travel  payments. 

Authority  for  maintenance  of  the  system: 

CHAPTER  5F,  Title  5  United  States  Code. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  file  is  used  by  the  Accounting  and  Finance  Officer  to  adminis¬ 
ter  his  disbursing  and  accounting  duties  for  government  travel  per¬ 
formed  by  both  military  and  civilian  employees  under  his  administra- 
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live  control.  Data  is  also  used  by  Counsel  to  determine  that  expenses 
of  the  sale  or  purchase  of  the  residence  for  a  PCS  are  reasonable  and 
customary  to  the  locality  of  the  transaction. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  recorrte  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

By  name  and  social  security  number. 

Safeguards: 

Records  are  maintained  in  an  area  that  is  accessible  to  office 
personnel  only. 

Retention  and  disposal: 

Records  of  military  personnel  are  maintained  until  separation  or 
transfer  of  the  military  members.  Records  of  civilian  personnel  are 
destroyed  one  year  after  termination  of  their  employment. 

System  managerts)  and  address: 

Accounting  and  Finance  Officer  at  each  PLFA. 

Notification  procedure: 

Request  for  information  can  be  addressed  to  the  SYSMANAGER. 

Record  access  procedures: 

Written  requests  for  information  must  contain  the  full  name  and 
social  security  number  of  the  employee.  Employees  making  a  person¬ 
al  request  must  present  identification;  i.e.,  employee  badge,  drivers 
license,  etc.  Official  mailing  addresses  are  in  the  Department  of 
Defense  directory  in  the  appendix  to  the  DLA  system  of  record 
notices. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Request  for  travel  forms,  travel  vouchers  claims  for  reimburse¬ 
ment. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S434.15DLA-C 

System  name: 

434.15  Automated  Payroll  Cost  and  Personnel  System  (APCAPS) 

System  location: 

Records  maintained  at  Defense  Logistics  Agency  (DLA)  Centers 
and  Depots. 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  and  military  personnel  who  have  been 
paid  or  costed  by  APCAPS. 

Categories  of  records  in  the  system: 

Records  are  maintained  in  manual  and  mechanical  files  for  all  data 
which  affect  an  employee's  pay,  deductions,  employer  contributions, 
leave,  retirement,  position  status,  or  cost  accumulation. 

Authority  for  maintenance  of  the  system: 

10  use  136,  DoD  Dir  5105.22 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  in  preparing  payrolls,  cost  and  manpower 
reports. 

Information  is  used  by:  Agency  supervisors  and  managers  -  to 
determine  leave  usage,  manpower  allocations  and  labor  distribution. 
Payroll  office  -  to  compute  and  control  payroll  and  allocate  labor 
costs.  Personnel  office  -  to  determine  leave  usage  and  changes  that 
affect  an  employee’s  pay.  Security  office  -  to  determine  location  of 
employees.  Disbursing  office  -  to  determine  the  distribution  of  checks 
and  bonds.  Financial  Institutions  -  to  determine  disposition  of  net  pay 
or  allotments  of  pay.  Treasury  Department  •  to  determine  registra¬ 
tion  of  bonds  and  f^eral  tax  allocation.  Unions,  charities,  and  insur¬ 
ance  organizations  -  to  determine  participation  in  these  organizations. 
Civil  Service  Commission  -  to  determine  status  of  employee  and  for 
disposition  of  retirement  records.  State  and  local  taxing  authorities  • 
to  determine  tax  liability. 

Non-government  organizations  -  to  verify  employment  and  credit 
data  furnished  to  financial  institutions  by  employee.  Bureau  of  Em¬ 
ployment  Compensation  -  to  process  employee  disability  claims.  State 
employment  offices  •  to  submit  data  for  unemployment  compensa¬ 
tion.  Local  courts  -  to  determine  disposition  of  pay  withheld  for 
garnishment  of  wages. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Microfilm,  magnetic  tape,  disc  pack,  computer  paper  printouts, 
vertical  file  cards,  paper  records  in  file  folders. 

Retrievability: 

Hardcopy  documents  are  filed  by  payroll  block  and/or  alphabeti¬ 
cally  by  last  name.  Data  stored  on  mechanized  storage  devices  are 
retrieved  by  SSAN. 

Safeguards: 

Access  to  mechanical  records  is  limited  to  authorized  DLA  data 
systems  personnel.  All  other  records  are  maintained  in  areas  accessi¬ 
ble  only  to  office  personnel. 

Retention  and  disposal: 

Retention  of  data  varies  from  I  to  3  days  for  mechanical  working 
files  up  to  an  employee's  total  length  of  service  with  an  activity  for 
permanent  payroll  information. 

System  manager(s)  and  address: 

Comptroller,  DLA. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  Chief,  Payroll  Branch,  Accounting  and  Finance  Division,  Office 
of  Comptroller  at  each  DLA  center  and  depot. 

Record  access  procedures: 

Written  requests  must  contain  full  name  and  social  security  number 
of  the  employee.  Employees  making  a  personal  request  must  present 
identification;  i.e.,  employee  badge,  driver’s  license,  etc.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  DLA  system  of  records  notices. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee’s  supervisors,  civilian  personnel  office,  military  person¬ 
nel  office,  financial  institutions,  local  courts,  military  services  or 
other  government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S434.15DLA-KP 

System  name: 

434.15  Automated  Payroll,  Cost  and  Personnel  System  (APCAPS) 
Personnel  Subsystem 
System  location: 

Offices  of  Civilian  Personnel  at: 

Defense  Construction  Supply  Center  (DCSC) 

Defense  Electronics  Supply  Center  (DESC) 

Defense  General  Supply  Center  (DGSC) 

Defense  Personnel  Support  Center  (DP^) 

Defense  Property  Disposal  Service  (DPDS) 

Defense  Depot  Memphis  (DDMT) 

Defense  Depot  Ogden  (DDOU) 

Defense  Depot  Tracy  (DDTC) 

Defense  Depot  Mechanicsburg  (DDMP) 

Defense  Logistics  Agency  Administrative  Support  Center  (DASC) 
Categories  of  individuals  covered  by  the  system: 

Defense  Logistics  Agency  (DLA)  civilian  employees  serviced  by 
Offices  of  Civilian  Personnel  at  the  activities  listed  under  LOCA¬ 
TION  and  other  Department  of  Defense  civilian  employees  who  are 
both  serviced  by  the  Offices  of  Civilian  Personnel  and  paid  by  the 
activities  listed  under  LOCATION. 

Categories  of  records  in  the  system: 

Employee  data  segment  of  APCAPS  data  bank,  including  data 
being  manually  collected  prior  to  implementation  of  the  automated 
record  system.  For  the  civilian  personnel  segment  of  APCAPS,  the 
employee  data  segment  of  the  APCAPS  ^ta  bank  contains,  for 
civilian  employees,  current  personnel  data  on  employment  status  and 
selected  personal  data,  such  as  Social  Security  Number  (SSN),  name, 
sex,  minority  group  designator,  date  of  birth,  age,  physical  h^dicap. 
Government  insurance,  military  reserve  status,  retired  military  status, 
education,  whether  individual  passed  the  Federal  Service  Entrance 
Examination  or  the  Professional  and  Administrative  Career  Examina¬ 
tion,  status  preceding  employment  with  DLA,  U.S.  citizenship,  and 
veterans  preference. 
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Position  data  segment  of  APCAPS  data  bank.  For  the  civilian 
personnel  segment  of  APCAPS,  the  position  data  segment  of  the 
APCAPS  data  bank  contains  position  data  pertinent  to  established 
positions,  both  those  positions  occupied  by  a  civilian  employee  as 
well  as  those  not  so  occupied. 

Personnel  history  file.  The  personnel  history  file  contains  a  proHle 
of  selected  civilian  employee  personnel  data  as  of  the  most  recent 
transaction  processed  against  it,  as  well  as  a  chronological  extract  of 
all  prior  transactions  processed  on  the  employee. 

Authority  for  maintenance  of  the  system: 

S  U.S.C.,  Sec.  301,  302;  EO  10S61;  Federal  Personnel  Manual, 
Chapter  293. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

Purposes  of  the  system  are  to  effect  Federal  personnel  actions, 
maintain  the  Federal  personnel  service  control  system,  fulHIl  Federal 
personnel  reporting  requirements,  and  provide  information  to  officials 
of  DLA  for  effective  personnel  management  and  personnel  adminis¬ 
tration. 

Prospective  employees.  For  employment  determination  purposes. 

Credit  firms.  For  verification  of  data  for  credit  determination  pur¬ 
poses. 

Taxing  authorities.  For  tax  administration  purposes. 

Officials  of  the  Executive  Branch.  For  performance  of  official 
duties. 

Officials  of  the  Legislative  Branch.  For  performance  of  official 
duties. 

Officials  of  the  Judicial  Branch.  For  performance  of  official  duties. 

Hospitals,  medical  offices  and  institutions.  For  medical/hospital 
administration  purposes. 

Executor  or  administrator  of  the  estate  of  a  deceased  employee, 
former  employee,  or  annuitant,  or  next-of-kin.  For  estate  settlement 
purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  magnetic  tapes  or  discs.  Computer  paper  printouts. 
Paper  records  in  file  folders. 

Retrievability: 

Information  identified  to  a  specific  civilian  employee  is  accessed 
and  retrieved  by  Social  Security  Number. 

Safeguards: 

Records  are  either  secured  in  locked  storage  and/or  file  cabinets 
or  under  the  constant  observation  of  personnel  office  officials  during 
duty  hours.  During  non-duty  hours,  records  are  either  secured  in 
locked  storage  and/or  file  cabinets;  the  records  file  area  is  locked, 
and/or  the  building  is  which  the  records  are  stored  is  protected  by 
building  security  guard.  If  the  records  area  is  not  protected  by 
security  guard,  all  records  must  be  locked.  Individually  identifiable 
personnel  documents  will  either  be  handcarried  or  will  be  transmitted 
in  envelopes  addressed  to  a  specific  office  or  individual  and  marked 
to  be  opened  by  addressee  only.  Magnetic  tapes  and  disc  are  kept  in 
the  computer  room  which  is  itself  a  security  container  with  locked 
door  and  access  limited  to  persons  appropriately  cleared  and  identi¬ 
fied.  Tapes  and  disc  packs  are  stored  in  a  tape  library  when  not  used 
in  processing,  and  are  logged  in  and  out  only  to  cleared  personnel 
with  an  official  need.  Reports  with  individual  data  are  closely  con¬ 
trolled.  Computer  personnel  who  process  these  reports  are  appropri¬ 
ately  cleared  and  maintain  continuous  observation  of  reports  during 
all  processing  phases.  Indivudual  requesting  information  must  identify 
himself/herseli  and  his/her  relationship  to  the  individual  upon  whom 
the  record  information  is  being  requested.  Individual  other  than  the 
individual  of  record  must  specify  what  information  is  requested  and 
the  purpose  for  which  it  would  be  used  if  disclosed.  Personnel  office 
official  determines  if  request  is  reasonable  and  consistent  with  provi¬ 
sions  of  the  Freedom  of  Information  Act  and  the  Privacy  Act  of 
1974.  In  order  to  prevent  unauthorized  modification  of  records  con¬ 
tents,  original  records  documents  may  only  be  reviewed  in  the  pres¬ 
ence  of  a  witness  designated  by  the  Personnel  Office. 

Physical  access,  that  is  the  ability  to  obtain  the  record,  is  limited 
to;. 

Personnel  office  officials 

Civil  Service  Commission  officials 

Data  processing  officials 

Supervisors  for  those  records  for  which  they  are  authorized  to 
maintain. 

Responsible  officials  are  granted  temporary  custody  of  an  original 
record  in  order  to  monitor  the  review  of  the  record  by  the  individual 
to  whom  it  pertains,  when  the  individual  is  geographically  remote 
from  the  personnel  office. 


Retention  and  disposal: 

Records  which  are  filed  in  the  Official  Personnel  Folder  (OPF)  are 
retained  in  the  personnel  office  until  the  employee  leaves  the  agency. 
At  that  time  the  permanent  portion  of  the  OPF  is  transferred  to  the 
gaining  Federal  agency  and  temporary  OPF  records  are  destroyed 
by  shredding  or  burning.  Copies  of  records  which  are  furnished  to 
the  employee  concerned,  may  be  retained  at  his  or  her  discretion. 
Copies  of  records  authorized  to  be  maintained  by  supervisors  or 
other  operating  offices  are  destroyed  by  shredding  or  burning  when 
the  employee  leaves  the  agency.  Operating  records  maintained  within 
the  Civilian  Personnel  Office  may  be  retained  up  to  three  years,  as 
needed.  At  that  time,  or  sooner,  they  may  be  destroyed  by  burning 
or  shredding. 

System  managerts)  and  address: 

Staff  Director,  Civilian  Personnel,  HQ  DLA  and  Directors  of 
Civilian  Personnel  at  DCSC,  DPDS,  DESC,  DGSC,  DPSC, 
DDMT,  DDOU,  DDTC,  DDMP,  or  DASC. 

Notification  procedure: 

Written  or  personal  requests  may  be  directed  to  the  SYSMAN- 
AGER  at  the  activity  where  the  record  is  maintained.  Individual 
must  provide  name  (last,  first,  middle  initial)  and  SSN  in  order  to 
determine  whether  or  not  the  system  contains  a  record  about  him/ 
her.  If  a  written  request,  individual  must  provide  a  return  address. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  such  as  employing  office  identifiaction  card. 

Record  access  procedures: 

Written  requests  are  required.  The  request  is  to  contain  the  name 
of  the  individual  (last,  first,  middle  initial),  SSN,  return  mailing  ad¬ 
dress,  telephone  number  where  individual  can  be  reached  during  the 
day,  and  a  signed  statement  certifying  that  the  individual  understands 
that  knowingly  or  willfully  seeking  or  obtaining  accem  to  records 
about  another  individual  under  false  pretenses  is  punisluMc  by  a  fine 
of  up  to  5,000  dollars.  Complete  records  are  maintained  only  on 
magnetic  tapes  or  discs  and  are  not  available  for  access  by  personal 
visits. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obiiined  from  the 
SYSMANAGER. 

Record  source  categories: 

Agency  supervisors  and  administrative  personnel,  medical  officials, 
previous  Federal  employers,  U.S.  Civil  Service  Commission,  applica¬ 
tions  and  forms  completed  by  individual. 

Systems  exempted  from  certain  provisions  of  the  aet: 

None 

S434.20DLA-C 

System  name: 

434.20  Mechanization  of  Contract  Administration  Services  •  IB 
Payroll  (MOCAS  IB) 

System  location: 

Records  maintained  at  all  Defense  Contract  Administration  Service 
Regions  (DCASRs)  less  Philadelphia  (DCRP). 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  personnel  who  have  been  paid  by  the 
DCASRs. 

Categories  of  records  in  the  system: 

Records  are  maintained  in  manual  and  mechanical  files  for  all  data 
which  affect  an  employee’s  pay,  deductions,  employer  contributions, 
leave,  retirement,  or  position  status. 

Authority  for  maintenance  of  the  system: 

10  use  136,  DoD  Dir.  5105.22 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  in  preparing  payrolls. 

Information  is  used  by:  Agency  supervisors  and  managers  •  to 
determine  leave  usage,  manpower  allocations.  Payroll  office  -  to 
compute  and  control  payroll.  Personnel  office  -  to  determine  leave 
usage  and  changes  that  affect  an  employee’s  pay.  Security  office  -  to 
determine  location  of  employees.  Disbursing  office  -  to  determine  the 
distribution  of  checks  and  bonds.  Financial  Institutions  -  td  determine 
disposition  of  net  pay  or  allotments  of  pay.  Treasury  Department  -  to 
determine  registration  of  bonds  and  federal  tax  allocation.  Unions, 
charities,  and  insurance  organizations  -  to  determine  participation  in 
these  organizations.  Civil  Service  Commission  -  to  determine  status 
of  employee  and  for  disposition  of  retirement  records.  State  and  local 
taxing  authorities  -  to  determine  tax  liability. 
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Non-government  organizations  •  to  verify  employment  and  credit 
data  furnished  to  financial  institutions  by  an  employee.  Bureau  of 
Employment  Compensation  -  to  process  employee  disability  claims. 
State  employment  offices  -  to  submit  data  for  unemployment  com¬ 
pensation.  Local  courts  •  to  determine  disposition  of  pay  withheld  for 
garnishment  of  wages. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Microfilm,  magnetic  tape,  disc  pack,  computer  paper  printouts, 
vertical  file  cards,  paper  records  in  tile  folders. 

Retrievability: 

Hardcopy  documents  are  filed  by  payroll  block  and/or  alphabeti¬ 
cally  by  last  name.  Data  stored  on  mechanized  storage  devices  are 
retriev^  by  name,  employee  number  or  SSAN. 

Safeguards: 

Access  to  mechanical  records  is  limited  to  authorized  DLA  data 
systems  personnel.  All  other  records  are  maintained  in  areas  accessi¬ 
ble  only  to  agency  personnel. 

Retention  and  disposal: 

Retention  of  data  varies  from  1  to  3  days  for  mechanical  working 
files  up  to  an  employee’s  total  length  of  service  with  an  activity  for 
permanent  payroll  information. 

System  managerts)  and  address: 

Comptroller,  DLA. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  Chief,  Payroll  and  Travel  Branch,  Accounting  and  Finance  Divi¬ 
sion,  Office  of  Systems  and  Financial  Management  at  EXTASRs. 

Record  access  procedures: 

Written  requests  must  contain  the  full  name  of  the  employee. 
Employees  making  a  personal  request  for  information  must  present 
identification,  i.e.,  employee  badge,  driver’s  license,  etc.  Official  mail¬ 
ing  addresses  are  in  the  Department  of  Defense  directory  in  the 
appendix  to  the  DLA  system  of  record  notices. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee’s  supervisors,  civilian  personnel  office,  financial  institu¬ 
tions,  local  courts,  military  services  or  other  government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S434.87DLA-C 

System  name: 

434.87  Debt  Records  for  Individuals 

System  location: 

Primary  System  -  Accounting  and  Finance  Division,  Finance  Sys¬ 
tems  Branch,  Headquarters,  Defense  Logistics  Agency  (HQ  DLA). 
Secondary  system  -  DLA  Primary  Level  Field  Activities  (PLFAs). 

Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  and  military  personnel  who  are  indebt¬ 
ed  to  the  U.S.  Government.  ' 

Categories  of  records  in  the  system: 

Administrative  reports  with  supporting  documentation;  employee’s 
financial  condition;  personnel  actions,  and  requests  fur  waiver. 

Authority  for  maintenance  of  the  system: 

31  use  951-953  (Federal  Claims  Collection  Act  of  1966);  Public 
Law  90-616;  Public  Law  92-453. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  used  to  collect  monies  owed  the  U.S.  Government. 
Information  is  maintained  to  support  case  files;  financial,  statements 
provide  an  understanding  of  individuals’  financial  condition  with 
respect  to  request  for  deferment  of  payments.  When  debts  are  uncol¬ 
lectible,  case  files  are  forwarded  to  U.S.  General  Accounting  Office 
for  further  collection  action. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 


Filed  alphabetically  by  employee  name. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  office  personnel. 
Retention  and  disposal: 

Records  are  destroyed  ten  years  afier  all  aspects  of  the  case  are 
closed.  Collected  in  full  claims  are  retained  for  six  months  and  then 
destroyed.  Claims  terminated,  compromised  or  waived  are  retained 
for  three  years  and  subsequently  retired  to  Federal  Records  Center, 
held  for  remaining  years  and  destroyed.  Claims  settled  by  U.S.  Gen¬ 
eral  Accounting  Office  retained  one  year  after  settlement  and  retired 
to  Federal  Records  Center,  held  for  remaining  years  and  retired. 
System  manager(s)  and  address: 

Chief,  Finance  Systems  Branch,  Accounting  and  Finance  Division, 
Office  of  Comptroller,  HQ  DLA. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER. 

Record  access  procedures: 

Official  mailing  address  is  in  the  DoD  Directory  in  the  appendix  to 
the  DLA  systems  notice.  Written  requests  from  individuals  should 
contain  their  full  name,  current  address  and  telephone  number.  For 
personal  visits,  the  individual  should  be  able  to  provide  acceptable 
identification,  such  as  an  employee  badge  or  driver’s  license,  etc. 
Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determination  by  the  individual  concerned  may  be  obtained  from  the  • 
SYSMANAGER. 

Record  source  categories: 

Primary  Level  Field  Activities,  civilian  and  military  personnel 
offices. 

Systems  exempted  from  certain  provisions  of  ^he  act: 

None 

S491.10  DLA-M 

System  name: 

491.10  Nonappropriated  Fund  (NAF)  Membership  Records 
System  location: 

Officers  Open  Messes  at  Defense  Construction  Supply  Center 
(DCSC),  Defense  Electronics  Supply  Center  (DESC),  Defense  Gen¬ 
eral  Supply  Center  (DGSC),  Defense  Personnel  Support  Center 
(DPSC),  Defense  Depot  Ogden  (DDOU),  Defense  Depot  Tracy 
(DDTC),  Golf  Club  at  Defense  Depot  Memphis  (DDMT) 

Categories  of  individuals  covered  by  the  system: 

Members  of  the  NAF 
Categories  of  records  in  the  system: 

The  record  contains  the  member’s  name,  rank,  social  security 
number,  spouse’s  name,  birthdate,  and  home/office  telephone 
number. 

Authority  for  maintenance  of  the  system: 

5  use  Secs.  301,  302 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  record  is  maintained  to  have  a  current  file  of  membership  in 
the  activity.  The  records  are  used  by  the  manager  of  the  fund  to 
determine  eligibility  for  membership,  mailing  NAF  activity  notices, 
billing  for  dues,  indicating  payment  or  non-payment  of  dues,  social 
functions,  and  membership  card  number.  The  record  could  be  used 
by  the  Council  to  terminate  membership  for  nonpayment  of  dues. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Card  files.  The  records  may  also  be  automated. 

Retrievability: 

Filed  alphabetically  by  last  name 
Safeguards: 

Maintained  in  areas  accessible  only  to  authorized  personnel 
Retention  and  disposal: 

Destroy  one  year  after  member  departs 
System  managerts)  and  address: 

The  manager  of  the  NAF  at  DCSC,  DESC,  DGSC,  DPSC, 
DDMT,  DDOU,  DDTC 
Notification  procedure: 
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Contact  the  SYSMANAGER  by  signing  a  request  for  the  data  or 
personal  visit  with  identification. 

Record  access  procedures: 

Contact  the  SYSMANAGER.  Official  mailing  addresses  of  SYS¬ 
MANAGER  are  in  the  DoD  Directory  in  the  appendix  to  the  DLA 
systems  notice. 

Contesting  record  procedures: 

The  rules  for  contesting  contents  and  appealing  initial  determina¬ 
tion  by  the  individual  concerned  may  be  obtained  from  the  SYS¬ 
MANAGER. 

Record  source  categories: 

Assignment  orders,  ID  Card,  financial  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S493.10DLA-K 

System  name: 

493.10  Official  Personnel  Folders  for  Non-Appropriated  Fund  Em¬ 
ployees 

System  location: 

Geographically  and  organizationally  decentralized  to  the  Defense 
Logistics  Agency  (DLA)  primary  level  field  activities  which  employ 
non-appropriated  fund  em^oyees. 

Categories  of  individuals  covered  by  the  system: 

All  employees  of  non-appropriated  fund  (NAF)  activities  of  DLA 
and  former  such  employees. . 

Categories  of  records  in  the  system: 

Various  forms  and  records  pertaining  to  the  selection  and  appoint¬ 
ment  of  NAF  employees,  personnel  actions  and  other  records  origi¬ 
nating  during  an  employee’s  service  and  records  pertaining  to  the 
employee’s  separation,  classification,  training,  adverse  or  disciplinary 
actions,  and  other  employment  related  forms  and  documents. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  Sec.  301,302,  10  U.S.C.  Sec.  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  is  collected  and  maintained  to  provide  personnel 
officials  and  supervisory  officials  with  information  on  which  to  base 
employment  decisions  affecting  employees.  It  also  provides  a  record 
of  the  employee’s  employment.  The  use  of  the  record  is  restricted  to 
official  personnel  administration  uses  and  for  answering  inquiries 
from  cr^it  sources  or  other  outside  sources  when  appropriate  and 
requested. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  employee  name. 

Safeguards: 

Maintained  in  locked  filing  cabinets.  Direct  access  to  the  files  is 
limited  to  civilian  personnel  office  employees  and  to  supervisors  and 
others  who  are  identified  as  having  a  specific  and  legitimate  need. 

Retention  and  disposal: 

Folders  are  maintained  for  the  duration  of  the  employee’s  employ¬ 
ment.  They  are  retired  to  the  National  Personnel  Records  Center 
(civilian),  11  Winnebago  Street,  St.  Louis,  Missouri  63118,  30  days 
after  separation,  except  as  follows: 

Off-duty  U.  S.  Military  personnel,  destroy  2  years  after  termination 
of  employment. 

Non-U.  S.  citizens  residing  outside  of  Continental  United  States 
(CONUS),  Alaska,  or  Hawaii  but  working  within  CONUS,  Alaska, 
and  Hawaii,  destroy  3  years  after  separation. 

System  manageHs)  and  address: 

Civilian  Personnel  Officers  (CPOs)  of  DLA  Primary  Level  Field 
Activities  (PLFAs)  where  there  are  NAF  employees. 

Notification  procedure: 

Request  for  information  from  an  employee  about  himself  or  herself 
should  be  forwarded  to  the  SYSMANAGER  at  the  PLFA  where 
the  employment  occurred,  and  contain  requestor’s  full  name  and 
location  of  organization  where  employed.  TTie  requestor  may  visit 
the  Office  of  Civilian  Personnel  of  the  appropriate  field  activity  to 
Tibtain  information  on  whether  the  system  contains  records  pertaining 
to  him  or  her. 

Record  access  procedures: 


Individuals  should  contact  the  SYSMANAGER.  Official  mailing 
addresses  are  in  the  DoD  Directory  in  the  appendix  to  the  DLA 
systems  notice.  Written  requests  should  include  requestor’s  full  name, 
job  title  and  name  of  organization  where  employed.  For  personal 
visits  employee  should  be  able  to  provide  some  acceptable  identifica¬ 
tion  such  as  driver’s  license  or  employee  identification  badge. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Information  contained  in  the  folder  is  obtained  from  the  employ¬ 
ee’s  previous  employer,  educational  institution,  trade  associations, 
references  and  others  who  would  have  knowledge  of  the  employee’s 
skills  or  employment  characteristics  and  papers  originating  with  the 
activity  during  the  employee’s  work  history. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S672.70DLA-X 

System  name: 

672.70  Dependents  Travel 

System  location: 

Transportation  Officer  or  Civilian  Personnel  Officer  (CPO)  at  Pri¬ 
mary  Level  Field  Activities  (PLFA) 

Categories  of  individuals  covered  by  the  system: 

Dependents  of  civilian  personnel  authorized  travel  to  new  duty 
station 

Categories  of  records  in  the  system: 

Documents  relating  to  arrangements  for  movements  of  dependents 
such  as  applications  for  transportation,  and  authorizations  to  obtain 
passports,  and  port  calls. 

Authority  for  maintenance  of  the  system: 

5USC  5724  5USC  5724,  Relocation  expenses  of  employees  trans¬ 
ferred  or  reemployed 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  and  used  by  Agency  personnel  to  ensure 
completion  of  pre-travel  arrangements,  satisfactory  conclusion  of 
travel  to  new  duty  stations  and  for  preparation  of  statistical  reports. 
Non-government  personnel-applications  for  visas  are  forwarded  to 
appropriate  foreign  country  Embassies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  / 

Retrievability: 

Filed  numerically  by  Travel  Order  (TO)  number 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  Agency  person¬ 
nel 

Retention  and  disposal: 

Records  are  destroyed  after  two  years 

System  manager(s)  and  address: 

Staff  Director,  Administration,  Defense  Logistics  Agency  and 
Transportation  Officer  or  CPO,  PLFA 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
SYSMANAGER.  Individual  must  provide  full  name,  TO  number, 
and  name  of  DLA  activity  from  which  travel  was  initiated. 

Record  access  procedures: 

Official  mailing  addresses  of  SYSMANAGER  are  in  the  Depart¬ 
ment  of  Defense  Directory  in  the  appendix  to  the  DLA  systems 
notice.  Written  requests  for  information  should  contain  the  full  name, 
current  address,  travel  orders  numbers,  and  telephone  numbers  of  the 
individual.  For  personal  visits,  the  individual  should  be  able  to  pro¬ 
vide  copy  of  travel  orders  and  some  acceptable  identification,  such  as 
driver’s  license. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 
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Individual  employee  concerned  and  servicing  civilian  personnel 
officer. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S690.10DLA-W  , 

System  name: 

690.10  Individual  Vehicle  Operators  File 

System  location: 

Decentralized:  At  all  Primary  Level  Field  Activities  (PLFAs) 
which  issue  vehicle  operator's  Identification  Cards  (I.D.):  Heads  of 
PLFAs. 

Categories  of  individuals  covered  by  the  system: 

All  persons  for  whom  Defense  Logistics  Agency  (DLA)  has  issued 
permits  to  operate  motor  vehicles  or  equipment. 

Categories  of  records  in  the  system: 

Applications  for  identification  cards  which  may  include  personal 
data  and  the  following:  State  and  number  of  currently  >7alid  license; 
list  of  arrests  or  summonses  for  violation  of  motor  vehicle  laws 
(excluding  parking  violations)  and  convictions,  if  any;  suspensions  or 
revocations  of  his  state  license  or  identification  card  within  the  past 
five  years;  and  any  motor  vehicle  accidents  within  the  past  five 
years.  Standard  Form  47  and  other  related  papers. 

Authority  for  maintenance  of  the  system: 

Federal  Property  and  Administrative  Services  Act  of  1949,  as 
amended  (40  USC  471);  Federal  Personnel  Manual,  Chapter  930. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  maintained  and  used  by  DLA  officials  to  determine  an 
individual's  qualifications  and  fitness  to  operate  government  vehicles 
and/or  equipment.  Referral  to  local,  state,  and  federal  law  enforce¬ 
ment  agencies  and  courts  for  use  during  investigations  and  court 
proceedings. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  name  and  social  security  number.  . 

Safeguards: 

Records  are  accessible  only  to  DLA  officials. 

Retention  and  disposal: 

Records  are  destroyed  3  years  after  the  individual's  termination  or 
transfer  or  after  cancellation  of  authorization. 

System  manager(s)  and  address: 

Heads  of  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  name  of 
DLA  activity  at  which  licensing  occurred;  or  if  individual  is  or  was 
a  DLA  employee,  name  of  employing  activity  is  also  required. 

Record  access  procedures: 

Official  mailing  addresses  of  SYSMANAGERS  are  in  the  DoD 
Directory  in  the  appendix  to  the  DLA  systems  notice.  Written  re¬ 
quests  for  information  should  contain  the  full  name,  current  address 
and  telephone  numbers  of  the  individual.  For  personal  visits,  the 
individual  should  be  able  to  provide  some  acceptable  identification, 
that  is,  driver's  license,  employing  office  identification  card,  and  give 
some  verbal  information  that  could  be  verified  from  his  file. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

State  driver's  licenses.  Standard  Forms  47  and  48,  court  records, 
supervisors,  and  related  documents. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S810.50  DLA-P-1 

System  name: 

810.50  Contracting  Officer  Files 

System  location: 


Director  of  Procurement,  Headquarters  Defense  Logistics  Agency 
(HQ  DLA),  and  Heads  of  DLA  Primary  Level  Field  Activities. 

Categories  of  individuals  covered  by  the  system: 

All  Present  and  Former  Contracting  Officers. 

Categories  of  records  in  the  system: 

DLA  Headquarters  -  Contracting  Officer  Certificate  of  Appoint¬ 
ments;  Contracting  Officer  Appointment  Documentation  Sheet  (con¬ 
tains  information  on  education,  training  and  experience).  Field  Activ¬ 
ities  -  Resumes,  references  and  records  of  training  necessary  to  sup¬ 
port  the  appointment  of  each  contracting  officer.  Summary  of  each 
Contracting  Officer's  proficiency  and  evaluation  of  performance  for 
the  twelve  (12)  months  preceding  supplied  by  the  employing  pro¬ 
curement  division.  Comments  and  recommendations  of  the  Contract¬ 
ing  Officer  Review  Board  on  continuing  the  warrants  of  each  re¬ 
viewed  Contracting  Officer. 

Authority  for  maintenance  of  the  system: 

10  USC  2302,  Armed  Services  Procurement  Regulation  l-405-2(b) 
and  Defense  Logistics  Procurement  Regulation  1 -405.2(b).  The 
Office  of  each  appointing  authority  shall  maintain  a  file  containing  all 
documents  (such  as  resumes,  references,  and  records  of  training) 
necessary  to  support  the  appointment  of  each  contracting  officer. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

DLA  Headquarters  -  Provide  a  current  profile  of  contracting  offi¬ 
cers.  Field  Activities  -  Necessary  to  maintain  an  active,  centralized 
control  over  the  issuance  of  Contracting  Officer  warrants.  This  file 
serves  as  the  source  for  historical  information  on  each  Contracting 
Officer  which  is  essential  for  annual  reviews  of  performance.  It  is 
also  a  registry  for  the  quantity  of  warrants  and  their  distribution.  The 
information  is  used  by  the  members  of  the  Contracting  Officer 
Review  Board,  at  activities  where  they  exist,  to  perform  their  func¬ 
tion  of  advising  and  recommending  to  the  Commander  the  issuance 
or  termination  of  warrants. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  and  loose  leaf  binders. 

Retrievability: 

Filed  by  organizational  activity  and  alphabetically  by  last  name  of 
Contracting  Officer.  Chronological  actions  by  Contracting  Officer 
Review  Board  are  filed  in  separate  folders. 

Safeguards: 

Records  are  maintained  in  an  area  accessible  only  to  Office  of 
Procurement  Policy  Personnel 

Retention  and  disposal: 

Documents  relating  to  and  reflecting  the  designation  of  Contract¬ 
ing  OFFICERS  AND  TERMINATIONS  OF  SUCH  DESIGNA¬ 
TIONS  (Designating  Office  -  Destroy  6  years  after  termination  of 
appointment.  Others  -  Destroy  upon  termination  of  appointment.) 

System  manageKs)  and  address: 

Executive  Director,  Directorate  of  Procurement  DLA  and  Heads 
of  PLFAs. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  name  of 
DLA  activity  at  which  employed. 

Record  access  procedures: 

Official  mailing  address  of  SYSMANAGER  are  in  the  DoD  Di¬ 
rectory  in  the  appendix  to  the  DLA  systems  notice.  Requests  should 
contain  the  full  name,  current  address  and  telephone  number  of  the 
individual.  For  personal  visits,  the  individual  should  be  able  to  pro¬ 
vide  some  acceptable  identification,  that  is  driver's  licence,  or  DLA 
identification  card. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  may  be  obtained  from 
the  SYSMANAGER. 

Record  source  categories:  * 

Employee’s  supervisors.  Contracting  Officer  Review  Board. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S850.10DLA-Q  1 

System  name: 

850. 10  Quality  Assurance  Activity  Certification  Report 

System  location: 
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Primary  System  -  Computer  tape  in  the  library  of  each  Defence 
Contract  Administration  Services  Region  (DCASR).  Decentralized 
segments  •  Print-outs  of  all  or  part  of  this  record  may  be  maintained 
by  the  DCASR  Quality  Assurance  Directorate,  Defense  Contract 
Administration  Services  District  (DCAS),  Defense  Contract  Admin¬ 
istration  Services  Office  (DCASO)  where  individual  is  assigned.  The 
official  mailing  addresses  of  the  organization  cited  are  contained  in 
the  Department  of  Defense  Directory  in  the  Appendix  to  the  De¬ 
fense  Logistics  Agency  system  of  records  notice. 

Categories  of  individuals  covered  by  the  system: 

Applies  to  all  DCASR  QA  personnel  involved  in  Procurement 
Quality  Assurance  (PQA)  functions  at  each  DCASR 

Categories  of  records  in  the  system: 

The  system  contains  name,  grade  and  step,  organization  assigment, 
type  of  position,  length  of  service  information,  certifications  award¬ 
ed,  technical  courses  completed,  courses  for  which  the  individual  has 
been  nominated  and  special  qualifications  as  appropriate. 

The  file  is  created  and  maintained  during  the  employee  tenure  in 
DCASR  Quality  Assurance  and  is  deleted  when  his  employment  is 
terminated  or  upon  transfer  to  another  government  agency.  Changes 
are  made  as  courses  are  completed  or  specific  goals  are  met  requiring 
a  file  update. 

Authority  for  maintenance  of  the  system: 

Title  5,  use  4103 

Routine  uses  of  records  maintained  in' the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  for  purposes  of  determining  training 
requirements,  training  costs,  qualifications  for  certification  in  various 
commodity  fields  and  records  of  those  certified  in  various  commod¬ 
ity  fields.  The  information  is  used  by  the  first  line  supervisor  in 
determining  the  need  for  training  consistent  with  the  individuals  past 
experience  and  the  current  goals  or  needs  of  the  DCASR  organiza¬ 
tion. 

The  DCASR  Training  Coordinator  uses  the  information  in  sum¬ 
mary  form  to  justify  the  need  and  priority  for  training. 

Individual  data  is  used  only  at  the  DCASR. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  in  the  computer  tape  library. 

Retrievability: 

Filed  by  person  code  assigned  to  each  individual. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DCASR  person¬ 
nel. 

Retention  and  disposal: 

Records  are  destroyed  after  two  years. 

System  managerts)  and  address: 

DCAS  Quality  Assurance  Staff  Development  Office  (IXJADO) 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name  and  person 
code  if  known. 

Record  access  procedures: 

Official  mailing  addresses  are  in  the  DoD  directory  in  the  Appen¬ 
dix  to  the  DLA  systems  notice.  Written  requests  for  information 
should  contain  the  full  name,  person  code  and  telephone  number  of 
the  individual.  For  personal  visits  the  individual  should  have  their 
DLA  identification  card.  The  s^tem  provides  a  report  of  data  by 
individual.  A  copy  of  the  report  is  available  to  the  individual  through 
his  supervisor.  When  a  change/  update  has  been  made  to  the  com¬ 
puter  file,  an  updated  version  of  the  individual  file  is  distributed  to 
the  individual,  the  appropriate  supervisor  and  the  training  coordina¬ 
tor. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
by  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Employees  supervisor,  college  and  technical  school  staffs  for 
course  contents  and  government  training  school  personnel  and 
record. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 


S850.10DLA-Q  2 

System  name: 

850.10  Monthly  Quality  Assurance  Activity  Report  by  Person 
^  System  location: 

Primary  System  -  Computer  tape  in  the  tape  library  of  each  De¬ 
fense  Contract  Administration  Services  Region  (DCASR),  Decentral¬ 
ized  segments  -  print-outs  of  all  or  part  of  this  record  may  be 
maintained  by  the  DCASR  Quality  Assurance  Directorate,  Defense 
Contract  Administration  Services  District  (DCASD),  Defense  Con¬ 
tract  Administration  Services  Office  (DCASO),  where  individual  is 
assigned.  The  official  mailing  addresses  of  the  organization  cited  are 
contained  in  the  Department  of  Defense  Directory  in  the  Appendix 
to  the  Defense  Logistics  Agency  system  of  records  notice. 

Categories  of  individuals  covered  by  the  system: 

All  Quality  Assurance  personnel  performing  PQA  functions  at 
contractor  facilities. 

Categories  of  records  in  the  system: 

Record  of  hours  devoted  by  an  individual  person  performing  Pro¬ 
curement  Quality  Assurance  (PQA)  functions  in  the  contractor's 
plant.  Record  may  include  specific  categories  of  effort  in  PQA  as 
well  as  count  of  actions,  contract  count  and  dollar  value  of  contracts 
received,  completed  and  shipments. 

Authority  for  maintenance  of  the  system: 

Title  5,  use  4103 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  information  is  used  by  the  first  line  supervisor  to  determine 
how  direct  labor  (individual)  effort  is  distributed  for  the  purpose  of 
evaluating  mission  effectiveness  and  performance.  The  individual 
data  is  used  only  within  the  DCASR  and  its  subordinate  activities. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape  in  the  computer  tape  library,  printed  copies  in  the 
DCASR,  District,  DCASO  offices. 

Retrievability: 

Printed  reports  may  be  filed  by  person  code  under  the  Division, 
Branch  and  Section  to  which  facilities  or  personnel  are  assigned. 

Safeguards: 

Records  are  maintained  in  areas  accessible  only  to  DCASR  person¬ 
nel. 

Retention  and  disposal: 

Destroy  records  after  two  years. 

System  managerts)  and  address: 

Plans  and  Systems  Mgmt  Division  (DLA-QR) 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER.  Individual  must  provide  full  name,  person 
code.  Division  and  Branch  assigment. 

Record  access  procedures: 

Official  mailing  addresses  are  in  the  DoD  directory  in  the  appendix 
to  the  DLA  systems  notice.  Written  requests  for  information  should 
contain  the  full  name,  person  code  and  telephone  number  of  the 
individual.  For  personal  visits  the  individual  should  have  his/her 
DLA  identification  card. 

The  system  provides  for  a  monthly  report  in  summary  form  by 
individual  of  all  data/information  reported  during  the  month.  The 
individual  normally  receives  a  copy  of  this  data  through  supervisory 
channels. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

The  source  of  the  data/information  is  the  individual.  No  other 
source  is  used. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

S866.15DPSC 

System  name: 

866.15  Manufacturing  Payroll  System;  Weekly  Piece  Work 

System  location: 

Defense  Personnel  Suppiort  Center  (DPSC),  Philadelphia,  Pa. 
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Categories  of  individuals  covered  by  the  system: 

Current  and  former  civilian  personnel  who  have  been  paid  by  the 
manufacturing  payroll  system. 

Categories  of  records  in  the  system: 

Records  are  maintained  for  all  data  which  affect  an  employee’s 
pay,  deductions,  employer  contributions,  leave  and  retirement. 

Authority  for  maintenance  of  the  system: 

5  use  Ch.  53,  Pay  Rates  &  Systems,  10  USC  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  is  maintained  for  purposes  of  affecting  the  weekly  pay. 
INFORMATION  IS  USED  BY  Agency  supervisors  and  managers  - 
to  determine  leave  usage,  manpower  allocations  and  labor  distribu¬ 
tion.  Payroll  office  -  to  compute  and  control  payroll.  Personnel  office 
•  to  determine  leave  usage  and  changes  that  affect  an  employee’s  pay. 
Security  office  -  to  determine  location  of  employees.  Disbursing 
office  -  to  determine  the  distribution  of  checks  and  bonds.  Financial 
Institutions  -  to  determine  disposition  of  net  pay  or  allotments  of  pay. 
Treasury  Department  -  to  determine  registration  of  bonds  and  federal 
tax  allocation.  Unions,  charities,  and  insurance  organizations  -  to 
determine  participation  in  these  organizations.  Civil  Service  Commis¬ 
sion  -  to  determine  status  of  employee  and  for  disposition  of  retire¬ 
ment  records.  State  and  local  taxing  authorities  -  to  determine  tax 
liability.  Non-government  organizations  -  to  verify  employment  and 
credit  data  furnished  to  financial  institutions  by  employee.  Bureau  of 
Employment  Compensation  -  to  process  employee  disability  claims. 
State  employment  offices  •  to  submit  data  tor  unemployment  com¬ 
pensation.  Local  courts  -  to  determine  disposition  of  pay  withheld  for 
garnishment  of  wages. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Magnetic  tape,  disc  pack,  computer  paper  printouts,  paper  records 
in  file  folders. 

Retrievability: 

Records  are  maintained  in  alphabetical  and  employee  number 
order. 

Safeguards: 

Access  to  mechanical  records  is  limited  to  authorized  DPSC  data 
systems  personnel.  All  other  records  are  maintained  in  areas  accessi¬ 
ble  only  to  office  personnel. 

Retention  and  disposal: 

Records  are  retained  18  months  to  3  years  after  their  active  termi¬ 
nation  of  employment. 

System  managers)  and  address: 

Chief,  Accounting  and  Finance  Division,  Office  of  Comptroller 
DPSC. 

Notification  procedure: 

Written  or  personal  requests  for  information  may  be  directed  to 
the  SYSMANAGER. 

Record  access  procedures: 

Written  requests  must  contain  the  full  name  and  social  security 
number  of  the  employee.  Employees  making  a  personal  request  must 
present  identification;  i.e.,  employee  badge,  driver’s  license,  etc.  Offi¬ 
cial  mailing  addresses  are  in  the  Department  of  Defense  directory  in 
the  appendix  to  the  DLA  system  of  record  notices. 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  by  the  individual  concerned  may  be  obtained  from  the 
SYSMANAGER. 

Record  source  categories: 

Employee’s  supervisors,  civilian  personnel  offices,  financial  institu¬ 
tions,  local  courts,  other  government  agencies. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

DEFENSE  LOGISTICS  AGENCY  OFFIOAL 
MAILING  ADDRESSES 

Headquarters,  Defense  Logistics  Agency 
Cameron  Station,  Alexandria,  Virginia  22314 
Special  Assistant  for  Congressional  Affairs 
Special  Assistant  for  Public  Affairs 
Inspector  General 


Counsel 

Assistant  Director,  Plans,  Programs,  and  Systems 
Comptroller 

Command  Security  Officer 
Staff  Director,  Administration 
Staff  Director,  Civilian  Personnel 
Staff  Director,  Installations  and  Services 
Staff  Director,  Management  Review 
Staff  Director,  Military  Personnel 

Staff  Director,  Small  and  Disadvantaged  Business  Utilization 

Executive  Director,  Procurement 

Executive  Director,  Supply  Operations 

Executive  Director,  Technical  and  Logistics  Services 

Executive  Director,  Contract  Administration 

Executive  Director,  Industrial  Security 

Executive  Director,  Production 

Executive  Director,  Quality  Assurance 

DEFENSE  LOGISTICS  AGENCY  PRIMARY  LEVEL 
FIELD  ACTIVITIES  (Alphabetically  by  State) 
CALIFORNIA 

Defense  Contract  Administration 
Services  Region,  Los  Angeles 
1 1099  South  La  Cienega  Blvd. 

Los  Angeles,  California  9004S 
Defense  Depot  Tracy 
S.  Chrisman  Road 
Tracy,  California  95376 

GEORGIA 

Defense  Contract  Adminstration 
Service  Region,  Atlanta 
805  Walker  Street 
Marietta,  Georgia  30060 

ILLINOIS 

Defense  Contract  Administration 
Services  Region,  Chicago 
O’Hare  International  Airport 
6400  North  Mannheim  Road 
P.O.  Box  66475 
Chicago  Illinois  60666 

MASSACHUSETTS 

Defense  Contract  Administration 
Services  Region,  Boston 

666  Summer  Street,  Boston,  Massachusetts  02210 

MICHIGAN 

Defense  Logistics  Service  Center 
Federal  Center 
Battle  Creek,  Michigan  49016 
Defense  Property  Disposal  Service 
Federal  Center 
Battle  Creek,  Michigan  49016 

MISSOURI 

Defense  Contract  Administration 
Services  Region,  St.  Louis 
1136  Washington  Avenue 
St.  Louis,  Missouri  63101 

NEW  YORK 

Defense  Contract  Administration 
Services  Region,  New  York 
60  Hudson  Street 
New  York,  New  York  10013 

OHIO 

Defense  Contract  Administration  . 

Services  Region,  Cleveland 
Anthony  J.  Celebrezze  Federal  Building 
1240  East  Ninth  Street 
Cleveland  Ohio  44199 
Defense  Construction  Supply  Center 
Columbus,  Ohio  43215 
Defense  Industrial  Security  Clearance  Office 
P.O.  Box  2499 
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Columbus,  Ohio  43216 
Defense  Logistics  Agency  Systems 
Automation  Center 
P.O.  Box  1605 
Columbus,  Ohio  43216 
Defense  Electronics  Supply  Center 

1 507  Wilmington  Pike,  Dayton,  Ohio  45444 
Defense  Automatic  Addressing  System  Office 
Gentile  Air  Force  Station 
Dayton,  Ohio  45444 

PENNSYLVANIA 

Defense  Depot  Mechanicsburg 
Mechanicsburg,  Pennsylvania  17055 
Defense  Contract  Administration 
Services  Region,  Philadelphia 
P.O.  Box  7478 

Philadelphia,  Pennsylvania  19101 
Defense  Industrial  Supply  Center 
700  Robbins  Avenue 
Philadelphia,  Pennsylvania 
19111 

Defense  Personnel  Support  Center 
2800  South  20th  Street 
Philiadephia,  Pennsylvania 
19101 

TENNESSEE 

Defense  Depot  Memphis 
2163  Airways  Boulevard 
Memphis,  Tennessee  38114  . 

Defense  Industrial  Plant 
Equipment  Center 
Memphis,  Tennessee  38114 

TEXAS 

Defense  Contract  Administration 
Services  Region,  Dallas 
500  South  Ervay  Street 
Dallas,  Texas  75201 

UTAH 

Defense  Depot  Ogden 
Ogden,  Utah  84407 

VIRGINIA 

Defense  Documentation  Center 
Cameron  Station 
Alexandria,  Virginia  22314 
Defense  Fuel  Supply  Center 
Cameron  Station 
Alexandria,  Virginia  22314 
Defense  Logistics  Agency  Administrative 
Support  Center 
Cameron  Station 
Alexandria,  Virginia  22314 
Defense  General  Supply  Center 
Richmond,  Virgina  23297 

(BILUNG  CODE  3620-01] 


DEFENSE  INVESTIGATIVE  SERVICE 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity. 


economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system.  - 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit.  _ 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  -  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  mquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Oflice  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  A-19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 
in  foreign  countries  of  Dqjartment  of  De^se  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  5,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
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tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE  . 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
beneffts,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  ■  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

•  All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  legulation,  rule,  or  order  issued  pursuant  thereto. 


Vl-01 

System  name: 

Vl-01  Privacy  and  Freedom  of  Information  Request  Records 

System  location: 

Office  of  the  Assistant  for  Information  (D0020),  Defense  Investiga¬ 
tive  Service,  1000  Independence  Ave.  S.W.,  Washington,  DC  20314 

Categories  of  individuals  covered  by  the  system: 

Individuals  who  have  submitted  or  were  the  subjects  of  requests 
under  S  U.S.C.  SS2  and  SS2a. 

Categories  of  records  in  the  system: 

Copies  of  all  correspondence  with  requesters  or  pertaining  to  re¬ 
quests  for  information  released  or  withheld;  summaries,  and  logs  of 
actions  taken  regarding  requests. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301,  Departmental  Regulations 

5  U.S.C.  552  as  amended  by  P.  L.  93-502,  Freedom  of  Information 
Act. 

5  U.S.C.  552a  (P.L.  93-579)  Privacy  Act  of  1974. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purposes  for  which  information  is  maintained: 

To  permit  responses  to  individual  requests. 

To  document  actions  taken  for  agency  use  in  subsequent  requests, 
appeals,  or  litigation. 

To  provide  a  basis  for  reports  required  by  the  laws  and  implement¬ 
ing  directives. 

To  correct  or  amend  investigative  or  other  records.  Categories  of 
Users  and  specific  uses  are:  DIS  Assistant  for  Information,  action 
otTicers,  legal  and  appeal  officials  for  the  uses  described  above. 

Action  officers  of  other  agencies  when  coordination  or  referral  is 
necessary  for  the  purposes  listed  above. 

DIS  investigative  control  personnel  when  the  release  of  informa¬ 
tion  may  have  an  impact  on  investigative  activities,  or  where  investi¬ 
gative  activity  is  necessary  to  verify  assertions  of  the  requester,  or 
obtain  permission  for  release  of  identification  of  sources. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

RetrievablHty: 

Information  is  retrieved  by  the  name  of  the  subject  of  the  request. 

Safeguards: 


Records  are  maintained  in  security  containers  and  only  personnel 
who  have  a  need  to  know  the  information  are  permitted  access. 

Retention  and  disposal: 

A  log  entry  is  made  and  a  file  folder  established  upon  the  receipt 
of  each  request.  Copies  or  summaries  of  key  documents  arc  retain^ 
for  as  long  as  releas^  material  is  retained. 

System  managerts)  and  address: 

The  DIS  Assistant  for  Information  at  the  address  listed  under 
location. 

Notification  procedure: 

Requests  should  be  addres.sed  to  the  SYSMANAGER.  The  full 
name,  date  and  place  of  birth.  Social  Security  Number  and  the 
approximate  date  of  earlier  requests  are  necessary  for  retrieval  of 
information.  The  Office  of  the  Assistant  for  Information,  Defense 
Investigative  Service  (D0020),  ROOM  2H043,  1000  Independence 
Ave.  S.W.,  Washington,  DC  20314  may  be  visited  by  personnel 
making  inquiries  regarding  this  system.  A  check  of  personal  identifi¬ 
cation  will  be  required  of  all  visitors  making  inquiries  for  personal 
records. 

Record  access  procedures: 

Access  may  be  obtained  through  the  SYSMANAGER  at  the  ad¬ 
dress  previously  listed. 

Contesting  record  procedures: 

The  agency's  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  SYSMANAGER. 

Record  source  categories: 

Information  in  this  system  is  obtained  from  requesters,  from  other 
federal  agencies  with  collateral  interest  in  a  request,  and  from  rec¬ 
ords  which  were  the  subject  of  requests. 

Systems  exempted  from  certain  provisions  o^  the  act: 

Information  in  this  system  may  identify  all  or  portions  of  records 
previously  withheld  in  accordance  with  the  exemptions  of  5  U.S.C. 
552(b)  or  5  U.S.C.  552a(j)  or  (k).  Any  such  exemptions  will  continue 
on  requests  of  this  system  submitted  under  the  same  law. 

Vl-02 

System  name: 

Vl-02  DIS  Personnel  Locator  System 

System  location: 

Primary  System-  Administrative  E>ivision.  Directorate  of  Logistics 
and  Services  (D0145),  Defense  Investigative  Service,  Forrestal  Bldg., 
1000  Independence  Ave.,  S.W.,  W’ashington,  DC 

Decentralized  Segments  •  Field  units  including  centers. 

Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  personnel  assigned  or  attached  to  DIS. 

Categories  of  records  in  the  system: 

Primary  system  contains  DISHQ  Form  4.  DIS  Locator  Card. 
Field  unit  decentralized  segments  include  DISHQ  Form  4  or  rational 
documents  reflecting  the  required  information. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301,  DoD  Directive  5105.42,  and  DIS  Regulation  1-10. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purposes: 

Records  are  used  to  maintain  a  locator  system  of  all  personnel 
assigned  to  the  Defense  Investigative  Service. 

Users: 

Records  are  used  by  administrative  personnel  and  supers'isors  in 
headquarters  and  field  units. 

Uses: 

To  determine  current  as.signment  of  DIS  personnel. 

As  an  aid  in  distributing  communications  addrevsed  to  individuals. 

To  make  and  to  verify  entries  in  required  personnel  rosters,  direc¬ 
tories,  and  listings  subject  to  certain  restrictions  placed  on  the  infor¬ 
mation  by  the  individuals  concerned. 

Policies  and  practices  for  storing,  retrieving,  accessing^  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records. 

Retrievability: 

Filed  alphabetically  by  last  name. 

Safeguards: 

Filed  in  security  containers  or  locked  file  cabinets,  accessible  only 
to  authorized  personnel  that  clearly  have  a  need  to  know  the  infor¬ 
mation. 
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Retention  and  disposal: 

Records  remain  in  the  active  file  until  departure  of  the  individual, 
when  they  are  placed  in  the  inactive  file  and  destroyed  after  one 
year. 

System  managerfs)  and  address: 

Chief,  Administrative  Division  (D0145),  Defense  Investigative 
Service,  Forrestal  Bldg,  1000  Independence  Ave.,  S.W.,  Washington, 
DC  20314. 

Notification  procedure: 

Information  may  be  obtained  from  the  primary  system  by  contact¬ 
ing  the  SYSMANAGER.  Information  regarding  decentralized  seg¬ 
ments  may  be  obtained  from  the  field  unit  maintaining  portions  of 
these  records. 

Record  access  procedures: 

Access  to  any  records  maintained  as  a  part  of  this  system  may  be 
obuined  from  the  DISHQ  or  field  unit  maintaining  them. 

Contesting  record  procedures: 

While  not  considered  applicable,  DIS  rules  are  described  in  DISR 
28-4. 

Record  source  categories: 

Only  the  individual  on  whom  records  are  maintained. 

Systems  exempted  from  certain  provisions  of  the  act: 

None. ' 

V2-01 

System  name: 

V2-01  Inspector  General  Complaints 

System  location: 

Office  of  the  Inspector  General,  Defense  Investigative  Service, 
(DOOlO),  1000  Independence  Ave.  S.W.,  Washington,  DC  20314 

Categories  of  individuals  covered  by  the  system: 

Past  and  present  civilian  employees  of  the  DIS  and  military  per¬ 
sonnel  currently  or  formerly  assigned  to  DIS  for  duty  who  have 
made  a  complaint,  or  requested  assistance  from  the  Inspector  Gener¬ 
al,  or  whose  complaint  or  request  has  been  referred  to  the  Inspector 
General  for  action,  assistance  or  information. 

Categories  of  records  in  the  system: 

Documents  which  have  been  provided  by  individual  complainants 
in  support  of  their  requests,  or  which  have  been  provided  by  others 
in  support  of,  or  in  rebuttal  to,  these  requests,  such  as:  letters  of 
reprimand,  personal  financial  statements,  medical  records,  promotion 
board  actions,  travel  orders,  personnel  computer  printouts,  medical 
bills  from  civilian  sources,  accident  reports,  reports  of  survey,  rec¬ 
ords  of  ^rsonnel  actions,  evaluation  reports,  efficiency  reports,  test 
results,  courtesy  letters,  letters  of  appreciation  or  commendation, 
screening  board  actions,  leave  and  earnings  statements,  movement 
orders  for  household  goods. 

Authority  for  maintenance  of  the  system: 

5USC301 

DoD  Dir  S10S.42  (paragraph  III  B5,  part  VI),  Charter  for  the 
Defense  Investigative  Service 

DoD  Dir  52W.26  (paragraph  SC2),  Defense  Investigative  Program 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

The  purpose  for  which  information  in  the  system  is  collected  is  the 
resolution  of  a  complaint,  the  redress  of  a  problem  or  to  provide 
assistance. 

The  users  are:  members  of  Congress,  DIS  management  officials, 
various  service  IG  offices,  various  military  personnel  offices,  boards, 
and  record  management  offices. 

The  specific  uses  are:  to  correct  records;  take  or  recommend 
disciplinary  action;  reevaluate  or  rescind  previous  actions  or  deci¬ 
sions;  conduct  or  recommend  formal  investigations  or  inquiries;  pro¬ 
vide  assistance  or  guidelines  in  following  prescribed  procedures  for 
specific  problems;  and  to  provide  advice  on  how  to  obtain  exception 
to  policy. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

Retrievability: 

Filed  by  name 

Safeguards: 

Building  employs  security  guards.  Files  are  contained  in  a  locked 
file  safe  and  accessible  only  to  the  IG  staff.  Information  from  this 


record  system  is  made  available  to  other  officials  only  on  a  need  to 
know  basis. 

Retention  and  disposal: 

Destroyed  after  two  years  by  pulping. 

System  manageris)  and  address: 

Inspector  General,  Defense  Investigative  Service,  ICXX)  Indepen¬ 
dence  Ave.  S.W.,  Washington,  DC  20314 
Notification  procedure: 

Information  may  be  obtained  from:  Assistant  for  Information 
(D0020),  Room  2H043,  Forrestal  Building,  1000  Independence  Ave. 
S.W.,  Washington,  DC  20314,  Telephone:  Area  Code  202/693-1740 
Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Defense  Investi-  ' 
gative  Service  (D0020)  Washington,  DC  20314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  identi¬ 
ty  of  the  DIS  element  with  which  affiliated.  Visits  are  limited  to  the 
Office  of  the  Assistant  for  Information  (D0020)  Room  2H043,  1000 
Independence  Ave.  S.W.,  Washington,  DC  20314 
For  personal  visits,  a  check  of  personal  identification  will  be  re¬ 
quired. 

Contesting  record  procedures: 

The  agency's  rules  for  access  to  records  and  for  contesting  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  Assistant  for  Information  at  the  above  listed  ad¬ 
dress. 

Record  source  categories: 

DIS  personnel  office,  consolidated  civilian  personnel  offices,  DIS 
comptroller,  military  personnel  offices,  military  finance  offices,  mili¬ 
tary  medical  record  repositories,  DIS  Investigative  Files. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-01 

System  name: 

V4-01  Civilian  Employee  Personnel  Records 
System  location: 

Civilian  Personnel  Branch  (D0154),  Defense  Investigative  Service, 
P.O.  Box  1211  Baltimore,  MD  21203 
Civilian  Personnel  Division  (EX)1S1),  Defense  Investigative  Serv¬ 
ice,  1000  Independence  Ave.  S.W.,  Washington,  DC  20314.  1000 
Independence  Avenue,  Washington,  D.C.  20314. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  the  Defense  Investigative  Service. 

Categories  of  records  in  the  system: 

Permanent  and  temporary  records  pertaining  to  the  individual's 
employment. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10561 

FPM  Supplement  990-1,  Book  III,  Parts  293  and  294 

FPM  Chapter  295 

5USC301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

USES 

Individual's  employment  history;  disclosure  for  verification  of  per¬ 
sonnel  information;  details  of  employee  qualifications;  eligibility  for 
proposed  personnel  actions  or  new  employment. 

USERS 

Personnel  specialists 
Personnel  clerks 

DIS  supervisors  with  a  clear  need  for  the  information. 

Accredited  investigators  with  a  clear  need  for  the  information. 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  or 
5X8  cards  in  card  file  drawers 
Retrievability: 

Filed  alphabetically  by  last  name  of  employee 
Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in 
locked  file  cabinets,  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared,  and  trained. 

Retention  and  disposal: 
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Records  are  both  permanent  and  temporary.  Permanent  records 
are  transferred  to  the  National  Personnel  Records  Center  when  no 
longer  required  by  the  agency.  Temporary  records  are  destroyed 
when  the  file  leaves  the  agency,  or  when  utility  of  the  record  is  no 
longer  signiricant. 

System  managerfs)  and  address: 

Chief,  Civilian  Personnel  Officer  (DOISI),  Civilian  Personnel  Divi¬ 
sion,  E)efense  Investigative  Service,  1000  Independence  Ave.  S.W., 
Wa^ngton,  DC  20314;  and.  Chief  Civilian  Personnel  Branch 
(D01S4),  P.O.  Box  1211  Baltimore,  MD  21203. 

Notification  procedure: 

Information  may  be  obtained  from:  SYSMANAGERS 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  SYSMAN¬ 
AGERS 

Written  requests  for  information  should  contain  the  full  name  of 
the  requesting  individual,  current  address  and  telephone  number,  if 
known,  and  the  name  of  the  individual  that  appears  on  the  desired 
file.  Visits  are  limited  to:  SYSMANAGERS  offices 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  i.e.,  driver’s  license  or  building  pass. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determination  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information,  (D0020),  De¬ 
fense  Investigative  Service,  1000  Independence  Ave.  S.W.,  Washing¬ 
ton,  DC  20314 

Record  source  categories: 

Previous  employers,  references,  supervisors,  U.S.  Veterans  Admin¬ 
istration,  U.S.  Civil  Service  Commission,  DIS  Civilian  Personnel 
Office,  DIS  Security  Officer,  other  Federal  agencids. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-02 

System  name: 

V4-02  Optional  Personnel  Management  Records  (OPMR) 

System  location; 

Primary  System  -  Director  of  Personnel  (D0150)  Defense  Investi¬ 
gative  Service,  1000  Independence  Ave.  S.W.,  Washington,  DC 
20314  and  Civilian  Personnel  Branch,  Defense  Investigative  Service, 
P.O.  Box  1211,  Baltimore,  MD  21203 

Decentralized  Segments  -  Partial  records  are  maintained  at  staff 
directorates,  district  headquarters,  operational  centers  and  field  of¬ 
fices.  (See  E>oD  appendix  for  addresses.) 

Categories  of  individuals  covered  by  the  system: 

Military  and  civilian  personnel  assigned  or  attached  to  DIS  and 
those  being  considered  for  assignment  or  employment. 

Categories  of  records  in  the  system: 

File  contains  records  which  may  include  working  documents, 
copies  of  correspondence  and  forms  processed  in  anticipation  of,  or 
during,  tour  of  duty  with  DIS  that  relate  to  assignment,  security 
clearance,  promotion,  duty  status,  training,  special  duty,  retirement, 
separation,  reeniistment,  p^ormance  appraisals,  matters  pertaining  to 
military  specialty  qualification,  manner  of  performance,  morale  and 
discipline,  special  personnel  management  and  assignment  factors  and 
other  personnel  actions  that  affect  the  individual  or  his  assignment 
with  DIS.  Qualification  records,  leave  and  financial  documents,  and 
award  recommendations  are  also  among  the  items  that  may  be  in¬ 
cluded  in  the  records.  Decentralized  portions  also  contain  emergency 
notification  and  locator  information,  security  clearance  data,  individ¬ 
ual  workload  and  productivity  measurement  records  (e.g.,  DIS  Form 
45)  not  necessarily  retained  by  DISHQ  Personnel  Division  activities. 

Authority  for  maintenance  of  the  system: 

Executive  Order  10561,  5  USC  301,  DOD  Directive  5105.42, 
Charter  for  the  Defense  Investigative  Service  (DISX  and  other  DIS, 
DOD  and  CSC  directives  on  records  maintenance  and  disposition 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

PURPOSES 

Records  are  used  in  fulfilling  military  and  civilian  personnel  man¬ 
agement  responsibilities  in  both  field  elements  and  DIS  headquarters. 

USERS 

Records  are  used  by  directors,  commanders  and  supervisors  at  the 
Field  Office,  District  and  DIS  headquarters  level. 

Primary  users  are  the  Director  of  Personnel,  the  Civilian  and 
Military  Personnel  Officers  and  their  staffs,  and  the  Director,  DIS. 


USES 

To  serve  as  basis  for  recommendations  for  employment,  selection, 
assignment,  promotion,  awards,  training,  relief  and  disciplinary  ac¬ 
tions. 

To  record  appraisals  of  performance  and  performance  ratings. 

To  record  reenlistment,  retirement,  separation  and  relief  from 
active  duty  or  employment. 

To  record  information  on  qualifications,  schooling,  training,  experi¬ 
ence  and  career  programs  affecting  personnel  actions. 

To  record  morale  and  disciplinary  actions. 

To  document  completed  actions,  as  basis  for  responding  to  inquir¬ 
ies,  and  for  use  in  substantiating  and  processing  subsequent  related 
personnel  actions. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records 
Retrievability: 

Filed  alphabetically  by  last  name 
Safeguards: 

Records  filed  in  security  containers  or  locked  file  cabinets,  accessi¬ 
ble  only  to  authorized  personnel  that  clearly  have  a  need  to  know 
the  information. 

Retention  and  disposal: 

Documents  in  each  record  are  retained  for  one  calendar  year 
following  year  in  which  individual  departed  DIS  and  then  destroyed, 
unless  earlier  destruction  is  prescribe.  Manhour  documents  (DIS 
Form  45)  are  maintained  for  four  months  only. 

System  manager(s)  and  address: 

Director  of  Personnel  (D0150),  Defense  Investigative  Service,  1000 
Independence  Ave.  S.W.,  Washington,  DC  20314 
Notification  procedure: 

Information  may  be  obtained  from:  SYSMANAGER 
Record  access  procedures: 

Access  to  partial  decentralized  segments  may  be  obtained  from 
District/Field  Office  headquarters.  Requests  from  an  individual  for 
information  pertaining  to  himself  from  the  centralized  repository 
should  be  addressed  to  the  SYSMANAGER  at  the  above  address. 

Written  requests  for  information  should  contain  the  full  name,  of 
the  individual,  current  address  and  telephone  number,  grade,  SSN, 
unit  and  period  of  assignment  with  DIS.  Visits  should  be  made  to  the 
SYSMANAGER. 

For  personal  visits,  a  check  of  personal  identification  will  be  re¬ 
quired. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information,  (D0020),  De¬ 
fense  Investigative  Service,  1000  Independence  Ave.  S.W.,  Washing¬ 
ton,  DC  20314. 

Record  source  categories: 

Sources  of  information  other  than  from  the  individual  are  servicing 
Civilian  Personnel  Offices  (CPO),  the  Military  E>epartments  and  the 
individual’s  commander  or  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-04 

System  name: 

V4-04  Civilian  Applicant  Records 
System  location: 

Civilian  Personnel  Division  (D0151),  Defense  Investigative  Serv¬ 
ice,  1000  Independence  Ave.  S.W.,  Washington,  D.C.  20314 
Civilian  Personnel  Branch  (D0154),  Defense  Investigative  Service, 
P.O.  Box  1211  Baltimore,  MD  21203. 

Categories  of  individuals  covered  by  the  sy^eou 

Applicants  for  positions  with  the  Defense  Investigative  Service. 

Categories  of  records  in  the  system: 

Temporary  record  of  applicants*  stated  interest  in  and/or  qualifica¬ 
tions  for  employemnt. 

Authority  for  maintenance  of  the  system: 

FPM  Chapter  333 
FPM  Chapter  332 
5USC301 
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Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

USES 

Identification  of  applicants,  and  determination  of  eligibility  for 
positions  with  DIS  disclosure  to  other  agencies  for  verification. 
USERS 

Personnel  specialists  of  DIS  and  the  CSC 
Personnel  clerks 

Supervisors  with  a  clear  need  for  this  information 
Accredited  investigators. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  files,  looscleaf  binders 
Paper  files  of  3  X  S  cards. 

Retrievability: 

Filed  by  type  of  position  for  which  the  applicant  applied,  or 
Filed  alphabetically  by  last  name  of  applicant,  or 
Filed  numerically  by  Sequential  Control  Number. 

Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  files, 
accessible  only  to  authorized  personnel  that  are  properly  screened, 
cleared,  and  trained. 

Retention  and  disposal: 

Records  are  temporary,  and  are  destroyed  in  accordance  with  DIS 
Records  Disposition  Schedule. 

System  managerfs)  and  address: 

Chief,  Civilian  Personnel  Officer  (D0151),  Civilian  Personnel  Divi¬ 
sion,  Defense  Investigative  Service,  1000  Independence  Ave.  S.W., 
Washington,  DC  20314;  and.  Chief,  Civilian  Personnel  Branch 
(D01S4),  Defense  Investigative  Service,  P.O.  Box  1211,  Baltimore, 
MD  21203. 

Notification  procedure: 

Information  may  be  obtained  from;  SYSMANAGERS 
Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  SYSMAN¬ 
AGERS 

Written  requests  for  information  should  contain  the  full  name  of 
tlie  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited  to: 
SYSMANAGERS  offices. 

For  personal  visits,  the  individual  should  be  able  to  provide  some 
acceptable  identification,  eg.,  driver’s  license  or  building  pass. 
Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information,  (D0020)  Defense 
Investigative  Service,  1000  Independence  Ave.  S.W.,  Washington, 
DC  20314 

Record  source  categories: 

Civilian  Personnel  Officers 
Personnel  clerks 
Civilian  personnel  specialists 
U.S.  Civil  Service  Commission. 

Subject  Individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-05 

System  name: 

V4-05  Military  Personnel  Management  Information  System 
(MILPERS) 

System  location: 

Primary  System-Information  Services  Division  (D0830)  Personnel 
Investigative  Center,  P.O.  Box  1211  Baltimore,  MD  21203 
Decentralized  Segments-Military  Personnel  Division  and  Security 
Division,  DIS  Headquarters;  Support  Services  Division,  PIC;  DIS 
District  Headquarters  and  Field  Offices. 

Categories  of  individuals  covered  by  the  system: 

All  military  personnel  currently  assigned  or  attached  to  DIS  and 
those  projected  for  assignment. 

Categories  of  records  in  the  system: 

File  contains  computer  records  consisting  of:  (a)  Identification 
Data  on  the  individual;  (b)  Assignment  Data;  (c)  Duty  Information; 
(d)  Basic  Personnel  Data;  (e)  Personal  Data;  (0  Agent  qualifications. 
Authority  for  maintenance  of  the  system: 


DOD  Directive  5105.42,  Charter  for  the  Defense  Investigative 
Service. 

5  use  301 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Personnel  Managers  in  DIS;  To  monitor  manning  posture  of  DIS 
elements,  statistical  reporting  to  respond  to  requests  for  personnel 
data  from  internal  DIS,  DOD  and  Congressional  sources,  determine 
qualification  and  eligibility  for  specific  assignments,  training  or  reas¬ 
signments  within  DIS,  locator  reference,  strength  accountability,  ver¬ 
ification  of  manually  prepared  personnel  actions. 

Administrative  I^rsonnel  in,  DIS:  To  prepare  personnel  actions, 
i.e.,  award  recommendations,  retirement  applications,  etc.,  as  locator 
reference  file,  mail  routing,  for  input  of  data  to  central  file  to  pro¬ 
duce  consolidated  reports  for  DISHQ  staff  elements. 

Commanders/Supervisors  in  DIS:  To  monitor  manning  situation 
for  unit  under  jurisdiction,  determine  qualification  of  personnel  for 
special  duty  assignment  or  duty  in  selected  areas,  meet  administrative 
reporting  requirements. 

DIS  ^curity  Officer:  To  monitor  gains  and  losses  to  insure  cur¬ 
rency  of  files  and  security  briefing/debriefing,  determining  periodic 
revalidation  requirements,  respond  to  queries  concerning  security 
clearance  or  access  information. 

DIS  Headquarters  Staff:  To  make  decisions  on  policy  and  proce¬ 
dural  matters,  determine  agent  qualifications,  security  access,  and 
complete  administrative  actions. 

In  the  event  that  records  maintained  in  this  system  indicate  a 
violation  or  potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute  or  partic¬ 
ular  program  statute,  or  by  regulation,  rule  or  order  issued  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be  re¬ 
ferred,  as  a  routine  use,  to  the  appropriate  agency,  charged  with  the 
responsibility  of  investigating  or  .prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  to  a  federal 
agency,  in  response  to  its  request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
reporting  of  an  investigation  of  an  employee,  or  the  granting  of 
benefits  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  on  the 
matter. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Computer  magnetic  tape  and  paper  output  in  folders  or  binders 

Retrievability: 

Filed  by  Social  Security  Number  (SSN) 

Safeguards: 

Magnetic  tape  storage  is  within  a  secured  area  accessible  only  to 
authorized  piersonnel. 

Paper  products  are  secured  in  cabinets  and  only  personnel  with  a 
need  to  know  are  granted  access  to  these  documents. 

Retention  and  disposal:  ' 

Magnetic  tape  records  are  retained  on  active  file  until  individual’s 
departure  from  DIS  and  then  on  historical  file  for  3  years.  After  3 
years,  erased  from  computer  file  and  output  reports  reflecting  person¬ 
nel  data  on  the  individual  destroyed  by  shredding  or  chemical  de¬ 
composition.  Paper  products  are  retain^  for  one  year  following  the 
departure  of  the  individual. 

System  manager(s)  and  address: 

Director  of  Personnel  (D0150),  Defense  Investigative  Service,  1000 
Indepiendence  Ave.  S.W.,  Washington,  DC  20314 

Notification  procedure: 

Information  may  be  obtained  from;  SYSMANAGER 

Record  access  procedures: 

Access  to  partial  decentralized  segments  may  be  obtained  from 
District/Field  Office  headquarters.  Requests  from  an  individual  for 
information  pertaining  to  himself  from  the  centralized  repository 
should  be  addressed  to  the  SYSMANAGER  at  the  above  address. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  grade,  SSN, 
unit  and  period  of  assignment  with  DIS.  Visits  should  be  made  to  the 
office  of  the  SYSMANAGER 

For  personal  visits,  a  check  of  personal  identification  will  be  re¬ 
quired. 

Contesting  record  procedures: 
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The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information,  (00020),  De¬ 
fense  Investigative  Service,  1000  Independence  Ave.  S.W.,  Washing¬ 
ton,  DC  20314. 

Record  source  categories: 

Sources  of  information  other  than  from  the  individual  are  Military 
Departments  and  the  individual's  commander  or  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-06 

System  name: 

V4-06  Civilian  Personnel  Management  Information  System 
(CPMIS) 

System  location: 

Primary  System-Information  Services  Division  (D0830),  Personnel 
Investigations  Center,  P.O.  Box  1211,  Baltimore,  MD  212()3 
Decentralized  Segments-Civilian  Personnel  Division  and  various 
DIS  Headquarters  elements. 

Categories  of  individuals  covered  by  the  system: 

Civilian  employees  of  the  DIS. 

Categories  of  records  in  the  system: 

Records  consisting  of:  identification  and  employment  data;  special 
qualifications  and  other  information  found  in  the  Official  Personnel 
Record 

Authority  for  maintenance  of  the  system: 

Title  S,  United  States  Code 
Section  301  (Agency  Regulations) 

Section  1302  (regulations) 

Section  29SI  (reports  to  the  Commission) 

Section  4118  (training) 

Section  4308  (performance  rating) 

Section  4506  incentive  awards) 

Sections  5113,  5115,  and  5338  (classification) 

Section  63 1 1  (leave) 

Sections  8334(f),  8342(b),  8343(a),  and  8347  (retirement) 

Section  8716  (life  insurance) 

Section  8913  (health  insurance) 

Civil  Service  Rules,  sections  7.2,  5.1,  5.2  and  5.3 
Executive  Order  10561,  September  13,  1954 
,  Executive  Order  9830,  section  01.2(e)  and  (0,  February  24,  1947  as 
amended  - 

Executive  Order  10800,  section  2(d),  January  15,  1959 
Executive  Order  10988,  section  14,  January  17,  1962 
Executive  Order  11222,  section  405,  May  8,  1965 
Executive  Order  11246,  Section  104,  September  24,  1965  as  amend¬ 
ed 

DOD  Directive  5105.42,  Charter  for  the  Defense  Investigative 
Service 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Uses  , 

CSC,  DOD  and  internal  reports  on  employment  characteristics  of 
civilian  employees 

The  identification  of  personnel  with  selected  characteristics  or 
special  qualifications. 

Users 

Personnel  Specialists  and  Clerks. 

DIS  Commanders  and  supervisors  with  a  need  to  know. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Compu^r  magnetic  tape  and  paper  output  in  folders  or  bin(lers. 
Rctrievability: 

Filed  by  date  of  listing,  organization  of  assignment,  name  or  Social 
Security  Number  (SSN). 

Safeguards: 

Magnetic  tape  storage  is  within  a  secured  area  accessible  only  to 
authorized  personnel.  , 

Paper  products  are  secured  in  cabinets  and  only  personnel  with  a 
need  to  know  are  granted  access  to  these  documents.  Personnel  with 
access  are  properly  screened,  cleared  and  trained. 

Retention  and  disposal: 

Magnetic  tape  records  and  paper  products  of  this  system  are  re¬ 
tained  until  individual's  departure  from  DIS  and  then  on  historical 
file  for  90  days. 


System  manager(s)  and  address: 

Chief,  Civilian  Personnel  Officer,  (D015I),  Civilian  Personnel  Di¬ 
vision,  Defense  Investigative  Service,  1000  Independence  Ave.  S.W., 
Washington,  DC  20314 
Notification  procedure: 

Information  may  be  obtained  from:  SYSMANAGER 
Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  SYSMAN¬ 
AGER 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  listing.  Visits  are  limited 
to  SYSMANAGER  or  Civilian  Personnel  Branch  (D0154),  Bldg. 
320,  Fort  Holabird,  Baltimore  Maryland 
For  personal  visits,  a  check  of  personal  identification  will  be  re¬ 
quired. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information  (D0020),  Defense 
Investigative  Service,  1000  Independence  Ave.  S.W.,  Washington,  D. 
C.  20314. 

Record  source  categories: 

Notifications  of  Personnel  Action,  SF-50  and  50a,  Payroll  Change 
Notices,  SF1I26,  Personnel  Qualifications  Statements,  SF-171  and 
certificates  of  training. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-07 

System  name: 

V4-07  Adverse  Actions,  Grievance  Files  and  Administrative  Ap¬ 
peals 

System  location:  « 

Civilian  Personnel  Branch  (D0154),  Defense  Investigative  Service. 
P.O.  Box  1211,  Baltimore,  MD  21203 
Civilian  Personnel  Division  (D0151),  Defense  Investigative  Serv¬ 
ice,  1000  Independence  Ave.  S.W.,  Washington,  D.  C.  20314 
Categories  of  individuals  covered  by  the  system: 

Affected  civilian  employees  of  the  Defense  Investigative  Service 
Categories  of  records  in  the  system: 

Notifications  of  Personnel  Actions 

Findings  of  inquiry  into  allegations  of  grievance  or  complaints 
Authority  for  maintenance  of  the  system: 

FPM  Chapter  751 

FPM  Chapter  752  and  5  U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

USES 

Consideration  by  examiner  and  appellate  levels  of  the  specifics  of 
each  case  within  and  outside  of  DIS. 

In  preparing  the  instant  case  and  subsequent  cases  for  considera¬ 
tion. 

USERS 

Personnel  Specialists  and  clerks. 

DIS  and  U.S.  Civil  Service  Commission  appellate  personnel. 
Management  staff  of  DIS  with  a  clearly  demonstrable  need  to 
know  specifics  of  the  case. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 

Filed  alphabetically  with  the  Official  Personnel  Folder 
Filed  by  functional  code  in  personnel  office  files 
Safeguards: 

Buildings  employ  security  guards.  Records  are  maintained  in  file 
cabinets,  accessible  only  to  authorized  personnel  who  are  properly 
screened,  cleared  and  trained. 

Retention  and  disposal: 

Records  are  both  permanent  and  temporary.  Permanent  records 
are  filed  in  the  Official  Personnel  Folder.  Temporary  records  are 
destroyed  when  the  individual  leaves  DIS,  or  they  are  no  longer 
needed.  Individual  records  may  be  retained  indefinitely  in  subjective 
reference  files. 
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System  managerts)  and  address: 

Chief,  Civilian  Personnel  Officer  (DOISIX  Civilian  Personnel  Divi¬ 
sion,  Defense  Investigative  Service,  1000  Independence  Ave.  S.W., 
Washington,  DC  20314;  and.  Chief,  Civilian  Personnel  Branch 
(D01S4),  Defense  Investigative  Service,  P.O.  Box  1211,  Baltimore, 
MD  21203. 

Notification  procedure: 

Information  may  be  obtained  from:  SYSMANAGERS 
Record  access  procedures: 

Requests  from  individuals  should  be  ■  addressed  to:  SYSMAN¬ 
AGERS 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desirefd  file.  Visits  are  limited  to 
SYSMANAGERS  offices. 

For  personal  visits,  a  check  of  personal  identification  will  be  re¬ 
quired. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  contesting  contents  and 
appiealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  Assistant  for  Information  (D0020),  Defense  Inves¬ 
tigative  Service,  1000  Independence  Ave.  S.W.,  Washington,  D.  C. 
20314. 

Record  source  categories: 

Supervisors  complainants,  investigators,  wpropriate  law  enforce¬ 
ment  agencies,  servicing  civilian  personnel  offices,  appellate  agencies. 
Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-08 

System  name: 

V4-08  EEO  Complaints 
System  location: 

Primary  System 

Civilian  Personnel  Division  (DOISI),  Defense  Investigative  Serv¬ 
ice,  1000  Independence  Ave.  S.W.,  Washington,  D.C.  20314 
Civilian  Personnel  Branch  (D01S4),  Defense  Investigative  Service, 
P.O.  Box  1211,  Baltimore,  MD  21203 
Decentralized  Segments  -  at  Districts,  DIS  Headquarters  and  Cen¬ 
ters  by  EEO  Counselors 
Categories  of  individuals  covered  by  the  system: 

Persons  involved  in  complaints  and  DIS  civilian  employees  who 
have  been  officially  counselled. 

Categories  of  records  in  the  system: 

Temporary  records  pertaining  to  the  individual’s  complaint  of  dis¬ 
crimination. 

Authority  for  maintenance  of  the  system: 

FPM  713 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

USES 

To  determine  effectiveness  of  EEO  Program. 

To  determine  validity  of  and  trends  in  complaints. 

As  a  basis  for  corrective  action  if  a  finding  of  discrimination  is 
made. 

USERS 
EEO  officials 

Personnel  Specialists  and  clerks 

EEO  Counselors  at  Headquarters,  Centers  «fid  Districts 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 

Alphabetically  by  last  name  of  complainant 
Safeguards: 

Records  are  maintained  in  locked  file  cabinets  accessible  only  by 
authorized  personnel  that  are  properly  screened,  cleared  and  trained. 
Retention  and  disposal: 

Records  are  temporary  and  destroyed  within  two  years  following 
the  resolution  of  the  complainant.  Primary  system  records  may  be 
retained  in  subjective  reference  files. 

System  managerts)  and  address: 

Chief,  Civilian  Personnel  Officer  (DOISI),  Civilian  Personnel  Divi¬ 
sion,  Defense  Investigative  Service,  1000  Independence  Ave.  S.W., 


Washington,  D.  C.  20314;  and  Chief,  Civilian  Personnel  Branch, 
Defense  Investigative  Service,  P.O.  Box  1211  Baltimore,  MD  21203 
Notification  procedure: 

Information  may  be  obtained  from:  SYSMANAGERS 
Record  access  procedures: 

Requests  from  individuals  for  access  to  centralized  records  should 
be  addressed  to  Defense  Investigative  Service,  Civilian  Personnel 
Division  (DOISI),  Rm  2H086,  Forrestal  Building,  KXX)  Independence 
Ave.  S.W.,  Washington,  I>C  20314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited  to 
Civilian  Personnel  Division,  Room  2H086,  Forrestal  Bldg.,  1000  In¬ 
dependence  Ave.  S.W.,  Washington,  D.  C.  20314 

For  personal  visits,  a  check  of  personal  identification  will  be  re¬ 
quired. 

Access  to  decentralized  segments  (counselling  records)  by  individ¬ 
uals  concerned  may  be  obtained  locally. 

Contesting  record  procedures: 

DIS  rules  for  access  to  records  and  for  contesting  contents  and 
appealing  initial  determinations  by  the  individual  concerned  may  be 
obtained  from  the  Assistant  for  Information  (D(X)20),  Defense  Inves¬ 
tigative  Service,  1000  Independence  Ave.  S.W.,  Washington,  D.  C. 
20314 

Record  source  categories:  ' 

Civilian  employees  of  this  agency 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-09 

System  name: 

V4-09  Merit  Promotion  Plan  Records 
System  location: 

Civilian  Personnel  Branch,  (D0154),  Defense  Investigative  Service, 
P.O.  Box  1211,  Baltimore,  MD  21203 
Civilian  Personnel  Division  (D0151),  Defense  Investigative  Serv¬ 
ice,  1000  Independence  Ave.  S.W.,  Washington,  D.  C.  20314 
Categories  of  individuals  covered  by  the  system: 

Civilians  who  have  applied  for  certain  vacancies  within  the  De¬ 
fense  Investigative  Service 
Categories  of  records  in  the  system: 

Temporary  records  pertaining  to  the  individual's  consideration  for 
promotion 

Authority  for  maintenance  of  the  system: 

FPM  Chapter  335 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

USES 

To  identify  eligible  candidates  for  specific  promotion  opportunities. 
USERS 

Personnel  specialists  and  clerks  of  this  agency. 

Supervisors  of  this  agency  with  interest  in  the  particular  promotion 
action 

Accredited  investigators  with  a  clear  need  for  the  information. 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 
Retrievability: 

Appraisals  filed  alphabetically  by  employees  last  name 
Promotion  panel  computations  filed  by  announcement  number 
Safeguards:  •> 

Buildings  employ  security  guards.  Records  are  maintained  in 
locked  cabinets,  accessible  only  to  authorized  personnel  that  are 
properly  screened,  cleared  and  trained. 

Retention  and  disposal: 

Records  are  destroyed  two  years  after  the  effective  date  of  the 
establishment  of  the  promotion  register 
System  manageKs)  and  address: 

Chief,  Civilian  Personnel  Officer  (D0151),  Civilian  Personnel  Divi¬ 
sion,  Defense  Investigative  Service,  KXX)  Independence  Ave.  S.W., 
Washington,  DC  20314;  and.  Chief,  Civilian  Personnel  Branch 
(D0154),  P.O.  Box  1211,  Baltimore,  MD  21203. 

Notification  procedure: 

Information  may  be  obtained  from;  SYSMANAGERS 
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Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  SYSMAN- 
AGERS 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  flle.  Visits  are  limited  to 
SYSMANAGES  offices. 

For  personal  visits,  a  check  of  personal  identification  will  be  re¬ 
quired. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information  (00020),  Defense 
Investigative  Service,  1000  Independence  Ave.  S.W.,  Washington,  D. 
C.  20314. 

Record  source  categories: 

Evaluation  of  ranking  panel  members,  supervisory  appraisals,  ap¬ 
praisal  of  potential  by  supervisor. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V4-10 

System  name: 

V4-10  Incentive  Awards 

System  location: 

Civilian  Personnel  Branch  (DO  154),  Defense  Investigative  Service, 
P.O.  Box  1211,  Baltimore,  MD  21203 

Categories  of  individuals  covered  by  the  system: 

Civilian  and  military  personnel  of  the  Defense  Investigative  Serv¬ 
ice  or  persons  outside  of  DIS  making  suggestions  relating  to  DIS 
functions. 

Categories  of  records  in  the  system: 

Temporary  records  relating  to  proposed  awards  and  suggestions. 

Authority  for  maintenance  of  the  system: 

5  use  301 

FPM  Chapter  451 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

USES 

Records  are  used  to  provide  basis  for  recommending  action  on 
proposed  awards  including  but  not  limited  to  awards  for  length  of 
service,  quality  step  increases,  sustained  superior  performance,  special 
act  and  service,  meritorious  and  exceptional  service,  outstanding  per¬ 
formance,  and  similar  awards. 

USERS 

Executive  Secretary,  Incentive  Awards  Committee,  and  committee 
members  and  coordinators  of  suggestions. 

Personnel  specialists  and  clerks 

Accredited  investigators  of  the  U.  S.  Civil  Service  Commission 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders 

Retrievability: 

Suggestions  filed  by  number. 

Award  actions  are  filed  alphabetically  by  last  name  of  individual. 

Safeguards: 

Building  employs  security  guards.  Records  are  maintained  in  file 
cabinets,  accessible  only  to  authorized  personnel  that  are  properly 
trained,  cleared  and  screened. 

Retention  and  disposal: 

Records  are  temporary  and  are  destroyed  when  no  longer  required 
for  a  maximum  of  two  years. 

System  manager(s)  and  address: 

Chief,  Civilian  Personnel  Officer  (D0151),  Civilian  Personnel  Divi¬ 
sion,  Defense  Investigative  Service,  1000  Independence  Ave.  S.W., 
Washington,  DC  20314;  and,  Chief,  Civilian  Personnel  Branch 
(D0154),  Defense  Investigative- Service,  P.O.  Box  1211,  Baltimore, 
MD  21203. 

Notification  procedure: 

Information  may  be  obtained  from:  SYSMANAGERS 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  SYSMAN¬ 
AGERS 


Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number,  and  the  name 
of  the  individual  that  appears  on  the  desired  file.  Visits  are  limited  to 
SYSMANAGERS  offices. 

For  personal  visits  a  check  of  personal  documents  will  bd  required. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information  (D0020),  Defense 
Investigative  Service,  1000  Independence  Ave.  S.W.,  Washington, 
DC  20314. 

Record  source  categories: 

Reports  of  evaluating  officials,  committee  determinations. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V5-01 

System  name: 

V5-01  Investigative  Files  System 

System  location: 

Defense  Investigative  Service  (DIS),  Investigative  Files  Division, 
(D0840)  P.O.  Box  1211,  Baltimore,  MD  21203  has  primary  control 
over  the  system  and  is  responsible  for  the  maintenance  of  completed 
investigative  records.  The  Special  Investigations  Center,  1000  Inde¬ 
pendence  Ave.  S.W.,  Washington,  DC  20314  maintains  limited  cate¬ 
gories  of  these  records.  DIS  operational  centers;  District  Offices; 
Field  Offices;  Resident  Agencies  and  various  DIS  headquarters  staff 
elements  originate  and  have  temporary  control  over  portions  of  rec¬ 
ords. 

Categories  of  individuals  covered  by  the  system: 

Military  personnel  who  are  on  active  duty,  applicants  for  enlist¬ 
ment  or  appointment  and  reservists  and  National  Guardsmen;  DoD 
civilian  personnel  who  are  paid  from  appropriated  funds;  industrial  or 
contractor  personnel  who  are  working  in  private  industry  in  firms 
which  have  contracts  involving  access  to  classified  DoD  information 
or  installations;  Red  Cross  personnel  and  personnel  paid  from  nonap- 
propriated  funds  who  have  DoD  affiliation;  ROTC  cadets;  former 
military  personnel;  individuals  residing  on,  having  authorized  official 
access  to,  or  conducting  or  operating  any  business  or  other  functions 
at  any  DoD  installation  or  facility. 

Individuals  not  affiliated  with  the  Department  of  Defense  when, 
during  the  previous  year,  their  activities  have  directly  threatened  the 
functions,  property  or  personnel  of  the  DoD  or  they  have  engaged 
in,  or  conspired  to  engage  in,  criminal  acts  on  DoD  installations  or 
directed  at  the  DoD. 

Categories  of  records  in  the  system: 

Official  Reports  of  Investigations  (ROI’s)  prepared  by  DIS  or 
other  DoD,  Federal,  state  or  local  official  investigative  activities 

DIS  Information  Summary  Reports  (ISR’s)  which  record  unsolicit¬ 
ed  information  received  by  DIS  concerning  a  person  or  incident 
which  is  of  direct  interest  to  other  DoD  components  or  Federal 
agencies.  (When  such  information  is  received  by  DIS  it  is  reported  as 
it  was  received,  without  investigation  or  confirmation,  by  ISR  and 
transmitted  to  the  interested  activity.) 

Attachments  to  ROI’s  or  ISR’s  including  exhibits,  subject  or  inter¬ 
viewee  statements,  police  records,  medical  records,  fingerprint  cards, 
credit  bureau  reports,  employment  records,  education  records,  release 
statements,  summaries  of  or  extracts  from  other  similar  records  or 
reports. 

Case  control  and  management  documents  which' are  not  reports  of 
investigation,  but  that  serve  as  the  basis  for  investigation,  or  serve  to 
guide  and  facilitate  investigative  activity,  including  documents  pro¬ 
viding  the  data  to  open  and  conduct  the  case,  such  as  the  Personnel 
Security  Investigation  Request;  documents,  initiated  by  the  subject 
such  as  personnel  history  documents,  and  fingerprint  records;  and 
documents  used  in  case  management  and  control,  such  as  release 
statements,  case  transfer  forms,  and  documents  directing  the  inquiry. 

DIS  file  administration  and  management  documents  accounting  for 
the  disclosure,  control  and  access  to  a  file,  such  as  warning  sheets, 
separators,  forwarding  correspondence  and  accounting  records  re¬ 
quired  by  5  U.S.C.  552  and  552a. 

Cross  references  to  chronological  correspondence  files  disclosing 
unfavorable  and  administrative  action  taken  based  on  DIS  investiga¬ 
tions. 

Authority  for  maintenance  of  the  system: 

Section  301  of  5  U.S.C.  Departmental  Regulations 

Section  310  of  44  U.S.C.  Records  Management 

Sections  2,  3,  4,  5,  6,  8  and  9,  Executive  Order  10450,  Security 
Requirements  for  Government  Employment. 
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Section  6(A),  Executive  Order  1 16S2,  Classification  and  Declassifi¬ 
cation  of  National  Security  Information  and  Material. 

Sections  III  and  V,  DoD  Directive  S  103.42,  Charter  for  the  De¬ 
fense  Investigative  Service. 

Section  IIIA,  DoD  Directive  32(X).2b,  Defense  Investigative  Pro¬ 
gram. 

Section  IV  A  and  B,  DoD  Directive  3200.27,  Acquisition  of  Infor¬ 
mation  Concerning  Persons  and  Organizations  not  Aifiliated  with  the 
Department  of  Defense. 

^tion  IX,  DoD  Directive  3210.7,  Department  of  Defense  Civil¬ 
ian  Applicant  and  Employee  Security  Program. 

Section  I,  DoD  Directive  3210.8,  Policy  on  Investigation  and 
Clearance  of  DoD  Personnel  for  Access  to  Classified  Defense  Infor¬ 
mation. 

Section  VII,  DoD  Directive  3210.9,  Military  Personnel  Security 
Program 

S^tion  V  A  2.,  DoD  Instruction  3210.23,  Security  Acceptability 
of  American  National  Red  Cross  Employees  at  Department  of  De¬ 
fense  Installations  and  Activities. 

Section  I,  DoD  Instruction  3210.26,  Investigation  of  American 
National  Red  Cross  Employees  on  Duty  at  Department  of  Defense 
Installations  and  Activities  in  the  Zone  of  Interior. 

EncI  3,  paragraphs  b  2  and  3,  DoD  Directive  3210.41,  Security 
Criteria  and  Standards  for  Protecting  Nuclear  Weapons. 

Section  III,  DoD  Directive  3210.43,  Personnel  Security  in  the 
National  Security  Agency. 

Section  VII,  DoD  Directive  3210.33,  Selection  of  Department  of 
Defense  Military  and  Civilian  Personnel  for  Assignment  to  Presiden¬ 
tial  Support  Activities. 

Section  IV,  C,  DoD  Directive  3220.6,  Industrial  Personnel  Secu¬ 
rity  Clearance  Program. 

Section  V  B,  DoD  Instruction  3220.28,  Application  of  Special 
Eligibility  and  Clearance  Requirements  in  the  SIOP-ESI  Program  for 
Contractor  Employees. 

Section  1  (a)  and  2,  Executive  Order  10863,  Safeguarding  Classi¬ 
fied  Information  Within  Industry. 

Section  III,  DoD  Instruction  3030.34,  Agreement  between  the 
Department  of  Defense  concerning  Protection  of  the  President  and 
Other  Officials. 

Paragraph  10,  Director  of  Central  Intelligence  Directive  No.  1/14, 
Uniform  Personnel  Security  Standards  and  Practices  Governing 
Access  to  Sensitive  Compartmented  Information  C. 

Section  II,  DSA  Regulation  3703.2,  Criminal  Investigative  Support 
to  the  Defense  Supply  Agency. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Purpose  for  which  collected. 

Personnel  security  investigative  information  is  collected  to  insure 
that  the  acceptance  or  retention  of  persons  to  sensitive  DoD  posi¬ 
tions,  or  granting  individuals  access  to  classified  information,  includ¬ 
ing  those  employed  in  defense  industry,  is  clearly  consistent  with 
national  security. 

Criminal  investi^tive  information  is  collected  on  request  to  identi¬ 
fy  offenders,  provide  facts  and  evidence  upon  which  to  base  prosecu¬ 
tion  and  effect  the  recovery  of  property  which  has  been  wrongfully 
appropriated. 

Information  contained  in  ISR’s  (see  description  in  RECORD- 
CATECjORY)  regarding  criminal,  personnel  security,  counterintelli¬ 
gence,  or  intelligence  matters,  when  received,  is  disseminated  to 
appropriate  Federal  agencies  or  other  DoD  components. 

Criminal  and  personnel  security  information  is  collected  during 
reciprocal  investigations  conducted  for  other  DoD  and  federal  inves¬ 
tigative  elements  (or  in  limited  instances,  criminal  information  for 
local,  or  state  law  enforcement  agencies)  for  maintenance  and  use  by 
the  requesting  activity. 

Information  regarding  alleged  security  violations  is  collected  on 
request  to  establish  whether  or  not  a  compromise  occured  and  to 
identify  the  personnel  involved. 

Criminal  information  received  by  DIS  personnel  in  the  course  of 
their  duties  which  is  of  direct  interest  to  a  local  law  enforcement 
agency  and  therefore  furnished  to  that  agency  orally  or  by  letter. 

Users  of  DIS  investigative  information  are: 

(1)  DIS  personnel  in  the  course  of  their  oHicial  duties. 

(2)  Other  accredited  DOD  investigative  components,  DOD  agen¬ 
cies,  elements  of  the  Military  (departments  designated  by  the  depart¬ 
ments  and  representatives  of  the  Secretary  of  ^fense  and  the  Joint 
Chiefs  of  Staff. 

(3)  Accredited  Federal  criminal  and  civil  law  enforcement  and 
intelligence  agencies. 

(4)  State  and  local  official  criminal  law  enforcement  agencies. 


(3)  Other  accredited  federal  agencies  conducting  investigations  to 
evaluate  suitability  for  employment  or  access  to  classified  informa¬ 
tion. 

(6)  Congressional  committees  and  the  Government  Accounting 
Office. 

Specific  uses  of  DIS  investigative  records  are: 

To  determine  the  loyalty,  suitability,  eligibility,  and  general  trust¬ 
worthiness  of  individuails  for  access  to  Defense  information  and  facili¬ 
ties  by  the  first  two  categories  of  users,  above. 

To  determine  the  eligibility  and  suitability  of  individuals  for  entry 
into  and  .retention  in  the  Armed  Forces  by  the  second  category  of 
users,  above. 

To  provide  information  pertinent  to  the  protection  of  persons 
under  the  provisions  of  18  U.S.C.  3036,  by  the  first  three  categories 
of  users,  above. 

For  use  in  criminal  law  enforcement  investigations  including  statu¬ 
tory  violations,  counterintelligence,  as  well  as  counterespionage  and 
other  security  matters  by  the  first  through  fourth  and  the  sixth 
categories  of  users,  above. 

In  the  event  that  records  maintained  in  this  system  indicate  a 
violation  or  potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute  or  partic¬ 
ular  program  statute,  or  by  regulation,  rule  or  order  issued  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be  re¬ 
ferred,  as  a  routine  use,  to  the  appropriate  agency  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto. 

To  provide  information  in  judicial  or  adjudicative  proceedings 
including  litigation,  or  in  accordance  with  a  court  order  by  the  first 
three  categories  of  users,  above. 

To  make  statistical  evaluations  of  DIS  investigative  activities  by 
the  first,  second  and  sixth  categories  of  users,  above. 

To  respond  to  Freedom  of  Information  and  Privacy  Act  access 
requests,  by  the  first  category  of  users,  above. 

To  provide  information  in  response  to  Inspector  General,  and 
EEO  or  other  complaint  investigations  and  Congressional  inquiries 
by  the  first,  second  and  sixth  categories  of  users,  above. 

To  determine  the  eligibility  and  suitability  of  an  individual  for 
personnel  actions  in  the  Armed  Forces  of  the  United  States,  as 
deemed  appropriate  by  the  second  category  of  users,  above. 

A  record  such  as  identification  data,  from  this  system  of  records 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  local  or  foreign 
agency  maintaining  relevant  information  or  to  business  enterprises  to 
obtain  employment  records  if  necessary  to  obtain  information  rele¬ 
vant  to  an  assigned  investigation. 

A  record  from  this  system  of  records  may  be  disclosed  to  a  federal 
agency,  in  response  to  its  request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
reporting  of  an  investigation  of  an  employee,  or  other  benefit  by  the 
requesting  agency,  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  requesting  agency’s  decision  on  the  matter  by  any 
agency  of  the  first,  second,  third  or  fifth  categories  of  users,  above. 

Transfers  of  information  from  this  record  system  to  other  DoD 
components  is  a  routine  intra-agency  use  under  the  provisions  of  3 
U.S.C.  332a3(bKl). 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders,  microfilm,  magnetic  tape  or  supple¬ 
mentary  index  cards. 

Retrievability: 

Investigations  are  centrally  retrievable  through  the  DIS  Case  Con¬ 
trol  System  (IX^CS)  or  the  Defense  Central  Index  of  Investigations 
(DCII)  systems  described  separately  in  this  notice.  Reciprocal  investi¬ 
gations  jurisdictions,  may  be  retrieved  only  through  a  limited  manual 
disclosure  accounting  system 

Safeguards: 

Completed  investigative  records  are  maintained  and  stored  in 
power  files,  open  shelves  and  filing  cabinets  which  are  housed  in 
secured  areas  accessible  only  to  authorized  personnel  who  are  prop¬ 
erly  screened  and  have  a  need  to  know.  Information  contained  on 
magnetic  tape  is  secured  in  the  same  manner  as  the  DCII,  described 
separately.  Recipients  of  investigative  information  are  responsible  for 
safeguarding  information  within  the  guidelines  provided  by  DIS. 

Retention  and  disposal: 

Retention  of  closed  DIS  investigative  files  is  authorized  for  30 
years  maximum,  except  as  follows:  (1)  Files  which  have  resulted  in 
adverse  action  against  an  individual  will  be  retained  permanently,  (2) 
Files  developed  on  persons  who  are  being  considered  for  affiliation 
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with  the  Department  of  Defence  will  be  destroyed  within  one  year  if 
the  afTiliation  is  not  completed.  In  cases  involving  a  pre-appointmMt 
investigation,  if  the  appointment  is  not  made  due  to  information 
developed  by  investigation,  the  file  will  be  retained  permanently.  If 
the  appointment  is  not  made  for  some  other  reasons  not  relat^  to 
the  investigation,  the  file  will  be  destroyed  within  one  year;  (3) 
Information  within  the  purview  of  the  Department  of  Defense  Direc¬ 
tive  5200.27,  ’Acquisition  of  Information  Concerning  Persons  and 
Organizations  Not  Affiliated  with  the  Department  of  Defense’,  is 
destroyed  within  90  days  after  acquisition  by  DIS  unless  its  retention 
is  required  by  law  or  unless  its  retention  has  been  specifically  author¬ 
ized  by  the  Secretary  of  Defense  or  through  the  Chairman,  DIRC. 

Generally,  ISR’s  and  reciprocal  investigations  arc  retained  for  only 
60  days. 

Partial  duplicate  records  of  personnel  security  investigations  are 
retained  for  60  days  by  DIS  field  elements.  Partial  duplicate  records 
in  criminal  and  special  investigations  are  retained  for  one  year. 

System  manageris)  and  address: 

Director,  Defense  Investigative  Service,  1000  Independence  Ave. 
S.W.,  Washington.  DC  20314 

Notification  procedure: 

Requests  should  be  addressed  to  the  Assistant  for  Information. 
Defense  Investigative  Service,  1000  Independence  Ave.  S.W.,  Wash¬ 
ington,  DC  20314.  The  full  name,  date  and  place  of  birth,  and  social 
security  account  number  are  necessary  for  retrieval  of  information. 
More  information  or  a  notarized  statement  verifying  the  identity  of 
requesters  may  be  required.  The  Information  Office,  at  Room  2H043 
low  Independence  Ave.,  Washington,  20314  DC  may  be  visited  by 
personnel  making  inquiries  regarding  this  system.  A  check  of  person¬ 
al  identification  will  be  required  of  all  visitors  making  such  inquiries. 

Record  access  procedures: 

Access  may  be  obtained  through  the  Information  Office  at  the 
address  listed  above. 

Contesting  record  procedures: 

DIS  rules  for  contesting  and  appealing  initial  determinations  may 
be  obtained  from  the  Assistant  fur  Information  at  the  address  listed 
above 

Record  source  categories: 

Cat^ories  of  sources  of  records. 

Subjects  of  investigations. 

Records  of  other  DoD  activities  and  components. 

Federal,  state,  county  and  municipal  records. 

Employment  Records  of  private  business  and  industrial  firms. 

Educational  and  disciplinary  records  of  schools,  colleges,  universi- 
ti^,  technical  and  trade  schools. 

Hospital,  clinic  and  other  medical  records. 

Records  of  commercial  enterprises  such  as  real  estate  agencies, 
credit  bureaus,  loan  companies,  credit  unions,  banks  and  other  finan¬ 
cial  institutions  which  maintain  credit  information  on  individuals, 
transportation  companies,  (airlines,  railroad,  etc.) 

The  interview  of  individuals  who  are  thought  to  have  knowledge 
of  the  subject’s  background  and  activities. 

The  interview  of  witnesses,  victims  and  confidential  sources. 

Tbe  interview  of  any  individuals  deemed  necessary  to  complete 
the  DIS  investigation. 

Miscellaneous  directories,  rosters  and  correspondence. 

Any  other  type  of  record  deemed  necessary  to  complete  the  DIS 
investigation. 

Systems  exempted  from  certain  provisions  of  the  act: 

In  accordance  with  subsection  3j(2)  of  the  Act,  information  main¬ 
tained  by  the  Special  Cases  Division  of  DIS  may  be  exempted  from 
the  provisions  of  subsections  (cX3)  and  (4);  (d);  (eKl).  (2)  and  px 
(eK3)  and  (8);  and  (g).  Information  maintain^  by,  or  at  the  direction 
of.  this  unit  includes  criminal  investigations  for  which  the  DIS  has 
primary  responsiblity  and  certain  ISR's  and  reciprocal  investigations, 
and  security  or  counterintelligence  information  which  may  be  used  in 
criminal  prosecution.  The  withholding  of  this  information  will  ^  to 
allow  the  DIS  Special  Cases  Division,  a  criminal  law  enforcement 
component,  to  conduct  effective  investigations  into  alleged  unlawful 
activity  or  crime  conductive  situations  without  Jeapordizing  such 
investigations.  Knowledge  of  the  investigations  of  the  Special  Cases 
Division  could  enable  subjects  to  take  actions  to  prevent  detection  of 
criminal  activities,  conceal  evidence,  or  to  escape  prosecution.  It 
couk)  also  lead  to  intimidation  of  or  harm  to  sources,  informants, 
witnesses  and  their  families.  Information  from  this  system  will  be 
withheld  only  to  the  extent  that  its  release  would  interfere  with  such 
investigations. 

Under  subs6ction  3k(l)  of  the  Act,  properly  classified  material 
contained  in  DIS  investigatory  files  is  exempt  from  the  provisions  of 
subsection  (d).  This  exemption  will  protect  information,  the  disclo¬ 


sure  of  which  would  have  an  adverse  effect  on  the  national  defense 
or  foreign  policy. 

Under  subsection  3k(2)  of  the  Act,  other  investigatory  material 
including  certain  reciprocal  investigations  and  counterintelligence  in¬ 
formation  is  exempt  from  subsection  (c)  (3),  (d),  (e)  (4)  (G,H  andl) 
and  (f)  until  such  time  as  action  is  taken  regarding  allegations,  and 
after  that  time  only  to  the  extent  that  the  information  would  identify 
a  confidential  source  who  furnished  information  under  an  express 
promise  that  the  identity  of  the  source  would  be  held  in  confidence 
(or  prior  to  the  effective  date  of  the  Act  under  an  implied  promise). 
This  exemption  will  permit  the  DIS  to  conduct  certain  law  enforce¬ 
ment  investigations  effectively  and  to  protect  the  identities  of  sources 
who  would  not  otherwise  provide  information. 

Protective  Service:  Under  subsection  3k(3)  of  the  Act,  DIS  investi¬ 
gatory  material  maintained  in  connection  with  assisting  the  US  Secret 
Service  (USSS)  to  provide  protective  services  to  the  President  of  the 
United  States  or  other  individuals  pursuant  to  section  3056  of  Title 
18  is  exempt  from  subsections  (c)  (3),  (d),  (e)  (1),  (e)  (4),  (g,  h  and  i), 
and  (0-  This  exemption  provision  will  enable  DIS  to  continue  its 
support  of  the  US  Secret  Service  without  compromising  the  effec¬ 
tiveness  of  either  activity. 

Under  subsection  3k(5)  of  the  Act,  personnel  security  investigatory 
material  from  subsections  (c)  (3),  (d)  and  (0,  is  exempt  to  the  extent 
that  the  disclosure  of  such  material  would  reveal  the  identity  of  a 
confidential  source  as  described  above.  This  exemption  provision  will 
allow  DIS  to  collect  information  from  certain  sources  who  would 
otherwise  be  unwilling  to  provide  information  necessary  to  personnel 
security  investigations. 


V5-02 


System  name: 

V5-02  Defense  Central  Index  of  Investigations  (DCII) 

System  location: 

Central  Facility: 

Information  Services  Division,  (D0830),  Personnel  Investigations 
Center,  PO  Box  11211,  Baltimore,  Maryland  21203. 

Remote  Terminal  Locations: 

Crime  Records  Directorate,  US  Army  Criminal  Investigations 
Command,  2301  Chesapeake  Avenue,  Baltimore,  Maryland  21222 

Air  Force  Office  of  Special  Investigations/SUD,  Forrestal  Build¬ 
ing,  Washington,  D.  C.  20314 

Naval  Investigative  Service  Headquarters,  Hoffman  Building  1, 
2461  Eisenhower  Avenue,  ATTN:  Code  30,  Alexandria,  Virginia 
22331 

Defense  Industrial  Security  Clearance  Office,  P.  O.  Box  2499, 
Columbus,  Ohio  43216  (DISCO) 

US  Army  Investigative  Records  Repository,  Building  4452,  Fort 
Meade  Maryland  20755 

DIS  Special  Investigations  Center,  Forrestal  Building.  Washington, 
DC  20314 

DIS  Personnel  Investigations  Center,  E>0810,  D0820,  and  D0842, 
P.O.  Box  1211  Baltimore,  Maryland  21203 

Categories  of  individuals  covered  by  the  system: 

Any  person  described  as  a  subject,  a  victim,  or  a  cross-reference  in 
an  investigation  completed  by  or  for  a  DOD  investigative  organiza¬ 
tion  when  that  investigation  is  retained  by  the  organization  and  the 
name  is  submitted  for  central  indexing. 

Categories  of  records  in  the  system: 

DCII  MASTER  INDEX 

Composed  of  locator  references  to  investigations  conducted  by  or 
for  DOD  investigative  organizations  and  retained  by  them.  Index 
records  contain  the  name  and  other  personal  identifying  information 
on  individuals  who  were  indexed. 

FILE  TRACING 

Reference  to  an  investigation  maintained  by  one  of  the  investiga¬ 
tive  records  repositories.  It  identifies  the  individual  by  name  and 
personal  identifiers,  the  custodian  of  the  file,  the  year  indexed  and  the 
number  used  by  the  repository  to  locate  the  file. 

OPEN  CASE  TRACING 

A  record  input  by  either  Army  investigative  activities  or  DIS 
reflecting  the  existence  of  an  investigation  in  progress.  It  identifies 
the  subject  individual  by  name  and  personal  identifiers,  the  location 
of  the  open  investigation,  the  year  indexed  and  the  number  used  to 
locate  the  investigative  file. 

NAC  PENDING  TRACING 

Record  of  a  National  Agei^  Check  (NAC)  investigation  in  prog¬ 
ress.  It  identifies  the  subject  individual  1^  name,  personal  identifiers, 
the  case  mimber,  the  category  of  the  requester  of  the  NAC,  and  the 
type  of  NAC  being  run. 

NAC  HISTORY  TRACING 
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A  record  of  completed  favorable,  or  incomplete,  national  agency 
checks.  It  identifies  the  individual  by  name  and  personal  identifiers, 
the  date  the  NAC  was  completed  and  the  agencies  -that  were 
checked. 

DCII  NAME  ONLY  INDEX  (NOI) 

Composed  of  names  of  persons  who  are  referenced  but  not  fully 
identified  in  investigative  files.  A  Name  Only  Index  record  identifies 
the  individual  by  name  and  lists  the  custodian  agency  of  the  file,  year 
indexed  and  the  number  used  by  the  repository  to  locate  the  file. 
Positive  identification  is  impossible  from  the  index  and  may  well  be 
impossible  from  the  case  file  itself.  DIS  has  placed  no  records  in  this 
index. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301  Departmental  Regulations 

44U.S.C.  3101  Records  Management 

Memorandum,  Secretary  of  E)efense,  May  27,  1965 

Memorandum,  Secretary  of  Defense,  December  3,  1965,  subject: 
Establishment  of  a  Central  Index  of  DOD  Investigations. 

IX)D  Directive  No.  5105.42,  April  18,  1972,  subject:  Charter  for 
Defense  Investigative  Service  (DIS). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

File  tracing  information  is  collected  and  maintained  in  the  DCII  so 
that  authorized  users  may  determine  the  existence  and  location  of 
DOD  investigative  records. 

NAC  history  information  is  maintained  for  authorized  users  in 
granting  clearances,  access  to  defense  installations,  entry  into  military 
service  or  employment  in  sensitive  civilian  positions. 

Categories  of  users: 

Components  listed  under  the  LOCATION  caption  are  the  princi¬ 
pal  users  and  (with  the  exception  of  DISCO)  the  file  custodians. 
Listed  terminal  holders  (with  the  exception  of  DISCO)  may  release 
general  DCII  information  to  users  of  their  investigative  records  or 
listed  in  their  investigative  records  systems  descriptions  in  this  regis¬ 
ter. 

It  should  be  noted  that  information  contained  in  the  system  is 
regarded  as  the  property  of  the  submitting  activities.  DIS  can  neither 
monitor,  nor  assume  responsibility  for  the  propriety  or  accuracy  of 
the  data  in  the  system,  other  than  that  portion  belonging  to  DIS. 

Transfer  of  information  from  this  records  system  to  other  DOD 
components  is  a  routine  intra-agency  use  under  the  provisions  of  5 
U.S.C.  552a3(bXI).  The  use  of  the  E>CII  by  terminal  holders  to 
advise  requesters  of  the  possible  location  of  information,  where  there 
is  no  disclosure  of  personal  information  from  the  DCII,  does  not 
require  an  accounting. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Master  Index  data  is  maintained  in  direct  access  storage  devices, 
disk  and  data  cell.  It  is  also  contained  on  magnetic  tape  for  continu¬ 
ity  of  operations  purposes  to  permit  processing  at  alternate  locations 
in  the  event  of  computer  failure. 

Name  Only  Index  data  is  maintained  on  magnetic  tape  and  micro¬ 
fiche.  Each  contributor  is  provided  his  portion  on  a  quarterly  basis. 

Retrievability: 

Master  Index  records  are  accessed  through  name  and  at  least  one 
personal  identifier  (PID).  Personal  identifiers  are:  date  of  birth,  place 
of  birth,  social  security  number  and  the  last  four  (4)  digits  of  military 
semce  number.  Inquiries  may  enter  the  system  in  card  form  or  by 
being  keyed  in  at  remote  terminals.  A  non-standard  retrieval  capabili¬ 
ty  also  exists  which  permits  retrieval  without  PID,  or  on  parts  of  a 
name,  and  produces  references  to  all  individuals  by  that  name.  It 
should  be  noted  that  in  many  cases,  the  subject’s  SSAN  is  necessary 
to  make  a  positive  identification. 

N^e  Only  Index  records  are  accessed  through  the  name  or  some 
portion  thereof  Records  are  retrieved  based  on  an  exact  match  with 
the  name  submitted.  Inquiries  may  enter  the  system  only  in  card 
form. 

Safeguards: 

Generalized  validation  is  provided  in  batch  retrieval  through  pro¬ 
gram  edits  to  prevent  unauthorized  access. 

User  terminals  with  access  to  the  Master  Index  are  located  in 
controlled  access  areas.  Access  to  the  system  is  limited  to  sp^ified 
time  of  the  day.  Terminals  are  connected  via  dedicated  data  circuits 
which  prevent  access  from  standard  dial-up  telephones. 

Activities  must  be  a  part  of  DOD  and  accredited  on  the  basis  of 
authorized  requirements  before  a  new  terminal  is  established  or 
before  batch  r^u^ts  will  be  honored  and  processed.  Terminal  hold¬ 
ers,  and  organizations  authorized  access  by  other  means,  are  responsi¬ 
ble  for  insuring  that  individuals  and  organizations  to  whom  they 


disclose  index  information  have  appropriate  authority  and  need  to 
know. 

The  computer  room  is  located  within  a  building  controlled  by 
security  personnel  at  all  times.  Identification  badges  are  required  for 
entrance.  Access  to  the  computer  room  is  controlled  by  a  combina¬ 
tion  lock  on  the  entrance.  Critical  backup  files  are  stored  in  locked 
fireproof  data  safes. 

Retention  and  disposal: 

Retained  for  as  long  as  files  are  retained.  When  the  record  reposi¬ 
tory  disposes  of  the  file,  they  are  responsible  to  delete  all  index 
tracings  pertaining  thereto,  in  accordance  with  established  proce¬ 
dures.  Processing  of  a  deletion  transaction  flags  the  computer  record 
which  precludes  it  being  given  out  thereafter.  Such  flagged  records 
are  eliminated  from  the  system  during  periodic  file  restructuring 
procedures. 

Open  Case  Tracings.  Retained  for  as  long  as  the  investigation  is 
open.  When  the  investigation  is  completed,  the  contributor  replaces 
the  open  case  tracing  with  a  file  tracing  as  described  above. 

NAC  History  Tracings.  Retained  for  a  period  of  four  (4)  years 
from  the  date  of  comp^tion  and  then  automatically  delet^  unless 
specific  action  is  sooner  taken  to  delete  the  record.  Should  a  subse¬ 
quent  favorable  NAC  be  completed,  the  entering  of  a  new  history 
record  will  delete  the  first  history  record. 

NAC  Pending  Tracings.  Retained  until  completion  of  the  NAC  at 
which  time  they  are  replaced  by  a  NAC  History  or  file  tracing, 
unless  sooner  deleted  by  the  originator. 

System  manageris)  and  address: 

Director,  Defense  Investigative  Service,  1000  Independence  Ave. 
SW,  Washington,  DC  20314 

Notification  procedure: 

Information  may  be  obtained  from: 

Assistant  for  Information,  Defense  Investigative  Service  (D0020), 
Room  2H043,  Forrestal  Bldg.,  1000  Independence  Ave.  S.W.,  Wash¬ 
ington,  DC  20314. 

Information  Required:  Full  name  and  all  maiden  and  alias  names 
under  which  files  may  be  maintained  and  personal  identifiers  listed 
under  RETRIEVABILITY.  Note,  Social  Security  Account  Numbers 
may  be  necessary  for  positive  identification  of  certain  records. 

Office  Which  May  be  Visited:  Information  Office,  Defense  Investi¬ 
gative  Service,  Room  2H043,  1000  Independence  Avenue,  S.W., 
Washington,  DC  20314. 

Proof  of  Identity:  Check  of  personal  documents. 

Record  access  procedures: 

Access  may  be  obtained  through  the  Information  Office  at  the 
address  previously  listed. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records,  contesting  contents  and 
appealing  initial  determinations  by  the  subject  individual  may  be 
obtained  from  the  Assistant  for  Information,  at  the  above  address. 

Record  source  categories: 

DOD  investigative  organizations  listed  under  the  LOCATION 
caption,  excluding  DISCO,  and  additionally: 

Defense  Supply  Agency,  ATTN:  DSAH-T  Cameron  Station,  Al¬ 
exandria,  Virginia  22314. 

Director  of  Security,  National  Security  Agency,  ATTN:  M-552 
Fort  Meade,  Maryland  20755 

Assistant  Chief  of  Staff  of  Intelligence,  Department  of  the  Army, 
ATTN:  Counterintelligence  Division,  Washington,  D.  C.  20315 
(ACSI) 

Systems  exempted  from  certain  provisions  of  the  act: 

In  accordance  with  Subsection  3(jX2)  of  the  Act,  certain  refer¬ 
ences  from  criminal  law  enforcement  components  contained  in  this 
system  of  index  records  may  be  exempted  from  the  provisions  of 
subsections  (cX3),  (cX4),  (d)  and  (eX8).  this  exemption  will  allow  the 
contributing  components  to  conduct  effective  investigations  into  al¬ 
leged  unlawful  activity  or  crime  conductive  situations  and  use  the 
DCII  without  jeopardizing  such  investigations.  Knowledge  of  inves¬ 
tigations  by  criminal  law  enforcement  components  would  enable  sus¬ 
pects  and  subjects  to  take  actions  to  prevent  detection  of  criminal 
activities,  conceal  evidence  or  to  escape  prosecution.  It  could  also 
lead  to  intimidation  of  or  harm  to  informants,  witnesses,  sources  and 
their  families,  information  from  this  system  will  be  withheld  only  to 
the  extent  that  its  release  would  interfere  with  such  investigations. 

V5-03 

System  name: 

V5-03  National  Agency  Check  (NAC)  Case  Control  System 
(NCCS) 

System  location: 
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Information  Services  Division  (D0830)  Personnel  Investigations 
Center,  P.O.  Box  1211,  Baltimore,  Maryland  21203 
Categories  of  individuals  covered  by  the  systeau 
Any  person  the  subject  of  an  active  or  recently  completed  Nation¬ 
al  Agency  Check  conducted  by  DIS. 

Categories  of  records  in  the  system: 

NCCS  MASTER  FILE 

Composed  of  records  of  NAC’s  which  are  being  conducted  for 
DOD  activities.  Records  contain  the  name  and  other  personal  identi¬ 
fying  information,  the  type  of  NAC,  requester  category,  and  case 
number. 

NCCS  HISTORY  HLE 

Consists  of  records  of  completed  NACs.  Records  contain  the 
name  and  other  personal  identif^ying  information,  the  type  of  NAC, 
requester  category,  case  number  and  date  closed. 

Authority  for  maintenance  of  the  system: 

S  U.S.C.  301,  E)epartmental  Regulation 
44  U.S.C.  3101,  Records  Management 

DOD  Dir  S210.8,  IS  February  1962,  Policy  on  Investigation  and 
Clearance  of  DOD  Personnel  for  Access  to  Classified  Defense  Infor¬ 
mation. 

DOD  Directive  5105.42,  18  April  1972,  Charter  for  the  Defense 
Investigative  Service  (DIS). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

PURPOSES  FOR  WHICH  COLLECTED 

The  NCCS  Master  File  records  are  retained  to  aid  in  case  manage¬ 
ment  and  for  the  production  of  statistical  reports. 

The  NCCS  History  File  is  used  to  obtain  case  management  data 
and  statistical  reports. 

CATEGORIES  OF  USERS 

DIS  Case  Control  Centers  and  the  Defense  Industrial  Security 
Clearance  Office 
SPECIFIC  USES 

To  determine  the  existence,  location  and  status  of  the  case  file. 
Control  of  workload  and  prepare  statistical  reports. 

AUTOMATED  INTERFACES 

The  Defense  Central  Index  of  Investigations  (DCII)  System  as 
described  separately  in  this  notice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  NCCS  Master  File  is  maintained  on  magnetic  tape. 
Retrievability: 

Records  may  be  accessed  through' name  or  case  control  number. 
Queries  may  enter  the  system  in  either  card  or  tape  form  or  indirect¬ 
ly  through  the  DCII. 

Safeguards: 

As  described  in  the  DCII  system  description,  this  notice. 

Retention  and  disposal: 

Monthly  history  tapes  are  retained  for  two  years. 

System  manager(s)  and  address: 

Director,  Defense  Investigative  Service,  1(X)0  Independence  Ave. 
S.W.,  Washington,  DC  20314 
Notification  procedure: 

Information  may  be  obtained  from: 

Assistant  for  Information,  Defense  Investigative  Service,  Room 
2H043,  Forrestal  Bldg,  KXX)  Independence  Ave.  S.W.,  Washington, 
DC  20314 

INFORMATION  REQUIRED 

Full  name  and  all  maiden  or  alias  names  under  which  files  may  be 
maintained. 

Personal  Identifiers  which  include  date  and  place  of  birth,  social 
security  number,  and  last  four  digits  of  military  service  number. 

.  OFFICES  WHICH  MAY  BE  VISITED 
Assistant  for  Information,  Defense  Investigative  Service,  Room 
2H043,  1000  Independence  Ave.  S.W.,  Washington,  DC  20314 
PROOF  QF  IDENTITY 
Routine  check  of  personal  documents. 

Record  access  procedures: 

Information  Office  at  above  address. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information  at  the  address 
listed  above. 


Record  source  categories: 

DIS  Case  Control  Centers. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V5.04 

System  name: 

V5-04  Defense  Case  Control  System  (DCCS) 

System  location: 

Information  Services  Division,  (D0830),  Personnel  Investigation 
Center,  P.O.  Box  1211,  Baltimore,  Maryland  21203 
Categories  of  individuals  covered  by  the  system: 

Any  person  or  activity  the  subject  of  an  ongoing  or  recently 
completed  Defense  Investigative  Service  (DIS)  investigation. 
Categories  of  records  in  the  system: 

The  DCCS  Master  file  is  composed  of  records  of  investigations 
which  are  being  or  have  been  conducted  for  DOD  activities.  Rec¬ 
ords  contain  the  name  and  other  personal  identifying  information  on 
individuals  who  are  investigated. 

The  DCCS  History  File  consists  of  records  of  investigations  that 
have  been  closed.  Records  contain  the  name  and  other  personal 
identifying  information  on  individuals  who  have  been  investigated. 

The  DCCS  Investigative  Assignment  File  (lAF)  consists  of  rec¬ 
ords  of  leads  assigned  to  DIS  field  elements  for  those  investigations 
in  progress  as  reflected  in  the  DCCS  Master  file.  Records  contain  the 
name,  social  security  number,  case  control  number,  the  investigative 
leads  assigned  and  their  status. 

Authority  for  maintenance  of  the  system: 

5  U.S.C.  301,  Departmental  Regulations 
44  U.S.C.  3101,  Records  Management 

DOD  Directive  No.  5105.42,  April  18,  1972,  Charter  for  the  De¬ 
fense  Investigative  Service  (DIS). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

PURPOSES 

The  DCCS  Master  File  contains  open  cases  and  cases  closed 
during  the  prior  15  days  to  aid  in  case  management  and  for  the 
production  of  statistical  reports. 

The  DCCS  History  File  contains  a  record  of  all  closed  cases  to 
obtain  case  management  data  and  statistical  reports. 

The  EXTCS  assignment  files  are  used  by  DIS  field  elements  to 
control  local  aspects  of  the  investigation. 

CATEGORIES  OF  USERS 

DIS  case  control  centers  and  field  elements. 

The  Defense  Industrial  Security  Clearance  Office 
SPECIFIC  USES 

To  determine  the  existence,  location  and  status  of  the  cases. 

To  control  workload  and  prepare  statistical  reports.' 

To  inform  federal  agencies  or  requesters  of  investigations  regard¬ 
ing  the  sUtus  of  on-going  cases. 

AUTOMATED  INTERFACES 

The  DCII  System  as  described  separately  in  this  notice. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  reedrds  in  the  system: 

Storage: 

The  DCCS  Master  File  in  Direct  Access  Storage  Devices 
(DASD).  A  copy  of  the  Master  File  is  also  contained  on  magnetic 
tape  for  continuity  of  operations  to  permit  processing  at  alternate 
locations  in  the  event  of  computer  failure. 

The  DCCS  History  File  is  contained  in  magnetic  tape. 

DCCS  Investigative  Assignment  Files  are  retained  in  paper  form. 
Retrievability: 

Master  and  History  File  Records  are  accessed  primarily  through 
the  case  control  number.  Records  can  also  be  accessed  through 
Military  Service  Number  or  Social  Security  Number.  Queries  may 
enter  the  system  in  card  form  and  from  magnetic  tape  or  indirectly 
through  the  DCII. 

Le^  assignment  (lAFj  data  b  retrievable  by  name  of  individual  or 
case  control  number. 

Safeguards: 

For  the  Master  and  History  Files  as  described  in  the  DCII  system 
description,  this  notice. 
lAF  documents. 

Retention  and  disposal: 

Monthly  history  tapes  are  retained  for  two  years.  lAF  records  are 
retained  one  year  after  completion  of  field  leads. 

System  manager(s)  and  address: 
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Director,  Defense  Investigative  Service,  1000  Independence  Ave. 
S.W.,  Washington,  DC  20314 

Notification  procedure: 

Information  may  be  obtained  from: 

Assistant  for  Information,  Defense  Investigative  Service  (D0020), 
Room  2H043,  Forrestal  Bldg.,  1000  Independence  Ave.  S.W.,  Wash¬ 
ington,  DC  20314 

INFORMATION  REQUIRED: 

Full  name  and  all  maiden  or  alias  names  under  which  files  may  be 
maintained. 

Personal  Identifiers  which  include  date  and  place  of  birgh,  social 
security  number,  and  last  four  digits  of  military  service  number. 

OFFICES  WHICH  MAY  BE  VISITED 

Assistant  for  Information,  Defense  Investigative  Service,  Room 
2H043,  Forrestal  Bldg.  1000  Independence  Ave.  S.W.,  Washington, 
DC  20314 

PROOF  OF  IDENTITY: 

Routine  check  of  personal  documents. 

Record  access  procedures: 

Information  Office,  at  above  address. 

Contesting  record  procedures: 

The  agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
may  be  obtained  from  the  Assistant  for  Information. 

Record  source  categories: 

DIS  Case  Control  Centers 

Systems  exempted  from  certain  provisions  of  the  act: 

In  accordance  with  Subsection  3(jX2)  of  the  Act,  certain  refer¬ 
ences  contained  in  this  system  of  case  control  records  may  be 
exempted  from  the  provisions  of  subsections  (cK3),  (cK4),  (d)  and 
(eK8).  This  exemption  will  allow  the  DIS  Special  Cases  Division,  a 
criminal  law  enforcement  component,  to  conduct  effective  investiga¬ 
tions  into  alleged  unlawful  activity  or  crime  conductive  situations 
and  use  the  DCCS  without  jeapordizing  such  investigations.  Knowl¬ 
edge  of  the  investigations  of  the  Special  Cases  Divisions  could  enable 
subjects  to  take  actions  to  prevent  detection  of  criminal  activitites, 
conceal  evidence,  or  to  escape  prosecution.  It  could  also  lead  to 
intimidation  of  or  harm  to  sources,  informants,  witnesses  and  their 
families.  Information  from  this  system  will  be  withheld  only  to  the 
extent  that  its  release  would  interfere  with  such  investigations. 

V5-05 

System  name: 

V5-05  Subject  and  Reference  Locator  Records. 

System  location: 

A  decentralized  system  maintained  by  Defense  Investigative  Serv¬ 
ice  field  units. 

Categories  of  individuals  covered  by  the  system: 

Military  personnel  and  civilian  employees  of  the  Department  of 
Defense. 

Categories  of  records  in  the  system: 

Personnel,  locator,  assignment  rosters  and  housing  records  fur¬ 
nished  by  Army,  Navy,  Air  Force  arid  Marine  Corps  posts,  bases  and 
stations  in  the  U.S.  and  Puerto  Rico  and  retained  for  periods  longer 
than  they  are  retained  by  originating  activities.  Examples  of  such 
records  are  Army  Lo^tor/Organizational  Rosters  (A0102.03a 
DA  AG)  and  Army  Housing  Files(A1511.01aDAPE). 

Authority  for  maintenance  of  the  system: 

10  U.S.C.  133,  E.O.  10450,  E.O.  10865,  DoD  Directive  5105.42. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  are  maintained  by  DIS  investigative  elements  for  use  in 
locating  supervisors,  coworkers  and  character  references  of  subjects 
of  DIS  investigations  and  to  identify  or  verify  the  locations  and 
assignments  of  subjects  when  this  information  cannot  be  obtained 
through  other  local  sources.  Information  from  this  system  may  be 
provided  to  law  enforcement  agencies  for  the  same  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  listings  in  files  or  binders,  computer  products,  microfiche, 
index  cards. 

Retiievability:  x 

By  name  and  other  identifying  data. 

Safeguards: 


Maintained  in  locked  cabinets  or  locked  rooms  and  only  DIS 
personnel  have  access. 

Retention  and  disposal: 

Records  are  retained  for  a  maximum  of  five  years. 

System  manageris)  and  address: 

Director,  Defense  Investigative  Service,  1000  Independence  Ave. 
SW.,  Washington,  D.C.20314. 

Notification  procedure: 

Requests  should  be  addressed  to  the  Assistant  for  Information, 
Defense  Investigative  Service,  Washington,  D.C.20314.  The  full 
name,  date  and  place  of  birth,  social  security  account  number,  mili¬ 
tary  service  numbers  are  required  and  the  name  and  location  of  the 
post,  base,  or  station  and  periods  of  assignment  or  employment  so 
that  a  thorough  search  can  be  conduct^.  A  notarized  statement 
verifying  the  identity  of  requestors  is  required.  The  Information 
Office,  at  room  2H043,  1000  Independence  Ave.  S.W.,  Washington, 
D.C.  may  be  visited  by  personnel  making  inquiries  regarding  this 
system.  A  check  of  personal  identification  will  be  required  of  all 
visitors  making  such  inquiries. 

Record  access  procedures: 

Access  may  be  obtained  through  the  Information  Office  at  the 
address  listed  above. 

Contesting  record  procedures: 

DIS  rules  for  access  to  records  and  for  contesting  and  appealing 
initial  determinations  are  contained  in  32  CFR  Part  298a  and  DIS 
Regulation  28-4.  • 

Record  source  categories: 

Military  personnel  offices,  training  schools  and  housing  offices  for 
installations. 

Systems  exempted  from  certain  provisions  of  the  act: 

NONE 

V6-01 

System  name: 

V6-01  Personnel  Security  Files 

System  location: 

Primary  System  -  Security  Division,  (D0146),  Defense  Investiga¬ 
tive  Service,  1000  Independence  Ave.  S.W.,  Washington,  DC  20314 

Decentralized  System  -  Partial  records  are  maintained  at  working 
locations  as  a  part  of  the  Optional  Personnel  Management  Record 
System  described  separately  in  this  notice. 

Categories  of  individuals  covered  by  the  system: 

Every  DIS  employee,  civilian  and  military,  without  exception. 

Categories  of  records  in  the  system: 

Individual's  Certificate  of  Security  Clearance,  Security  Briefing 
Statement,  Certificates  of  Clearance  from  other  Services,  Defense 
Central  Investigations  Index  (DCII)  check  results,  summaries  of  ad¬ 
verse  infonnation,  debriefing  statements,  and  similar  related  docu¬ 
ments  varying  in  certain  cases.  Sufficient  individual  identifying  data 
to  confirm  identities  is  also  contained  in  this  system. 

Authority  for  maintenance  of  the  system: 

Requesting  agency,  to  the  extent  that  the  information  is  relevant 
and  5  U.S.C.  301  (Departmental  Regulations)  and  DoD  Directive 
5210.7,  Department  of  Defense  Civilian  Applicant  and  Employee 
Security  Program  and  DoD  Directive  5210.8,  Policy  on  Investiga¬ 
tions  and  Clearances  of  DoD  Personnel  for  Access  to  Classified 
Defense  Information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Uses 

Files  are  to  provide  a  basis  for  granting  security  clearances. 

Files  are  also  used  to  provide  information  of  security  clearances 
for  individuals  attending  official  activities  of  other  offices  on  classi¬ 
fied  matters. 

They  also  are  used  to  provide  security  clearances  information  to 
other  governmental  offices  where  change  of  employment  is  being 
considered. 

In  the  event  that  records  maintained  in  this  system  indicate  a 
violation  or  potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute  or  partic¬ 
ular  program  statute,  or  by  regulation,  rule  or  order  issued  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be  re¬ 
ferred,  as  a  routine  use,  to  the  appropriate  agency,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violation  or 
charged  with  enforcing  or  implementing  the  statute,  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto. 
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A  record  from  this  system  of  records  may  be  disclosed  as  a 
’routine  use’  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  pertinent 
information,  such  as  employment  records,  if  necessary  to  obtain  in¬ 
formation  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  or 
other  benefit. 

Users 

Director  of  Personnel  and  his  office. 

DIS  Security  officer  and  his  office. 

All  Supervisors,  Commanders,  ^nd  Office  Chiefs,  but  only  for 
confirming  clearance  level  information. 

Security  officials  of  other  DoD  elements  or  governmental  agencies 
when  required  for  clearance  verification  or  pre-employment  consid¬ 
eration.  consideration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Individual  files  are  established  when  an  application  for  employ¬ 
ment  or  assignment  to  the  DIS  is  first  received.  As  an  investigation  is 
completed  and  adjudicated,  a  clearance  certificate  is  filed.  If  the  file 
is  unfavorable  and  the  individual  is  not  accepted,  the  file  is  placed  in 
the  ’dead’  file  section  and  retained  for  one  year. 

Storage: 

Paper  records  in  file  folders. 

Retrievability: 

Filed  alphabetically  by  last  name. 

Safeguards: 

For  the  primary  system  building  employs  security  guards  (Federal 
Protective  Service).  Records  are  maintained  in  locked  containers  in 
areas  accessible  only  to  authorized  personnel  who  have  a  need  to 
know. 

Retention  and  disposal: 

Records  are  maintained  for  the  period  of  time  an  individual  is 
assigned  to  the  DIS  and  for  one  year  afterwards.  Disposal  is  as 
classified  waste. 

System  manager(s)  and  address: 

Chief,  Security  Division  (D0146),  Defense  Investigative  Service, 
1000  Independence  Ave.  S.W.,  Washington,  DC  20314 

Notification  procedure: 

Information  regarding  the  primary  system  may  be  obtained  from: 
Security  Officer  (D0146),  Defense  Investigative  Service,  Room 
3F087,  Forrestal  Building,  1000  Independence  Ave.  S.W.,  Washing¬ 
ton,  DC  20314 

Record  access  procedures: 

Access  to  the  decentralized  records  may  be  obtained  at  any  time. 
Requests  for  access  to  the  primary  system  from  individuals  should  be 
addressed  to:  The  Assistant  for  Information,  Defense  Investigative 
Service,  ATTN:  D0020,  1000  Independence  Ave.  S.W.,  Washington, 
DC  20314 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  the  Office  of  The  Assistant  for  Information,  Defense  Inves¬ 
tigative  Service,  Room  2H043,  1000  Independence  Ave.  S.W.,  Wash¬ 
ington,  DC  20314 

For  personal  visits,  a  check  of  peronal  documents  will  be  conduct¬ 
ed. 

Contesting  record  procedures: 

The  Agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Assistant  for  Information 
Office  at  the  above  address. 

Record  source  categories: 

Application  and  related  forms  from  the  individual,  summaries  of 
information  from  background  investigations  of  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

V6-02 

System  name: 

V6-02  Special  Compartmented  Intelligence  (SCI)  Access  file. 

System  location; 

Security  Division,  (D0146),  Defense  Investigative  Service,  1000 
Independence  Ave.  S.W.,  Washington,  DC  20314 

Categories  of  individuals  covered  by  the  system: 

DIS  personnel  who  have  been  granted  Special  Access  to  SCI 
information. 

Categories  of  records  in  the  system: 


A  roster  is  maintained  of  personnel  holding  access  clearances  and  a 
certificate  of  clearance  for  each  such  individual. 

Authority  for  maintenance  of  the  system: 

DIAM  50-1  (C). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

USES 

The  SCI  Access  File  is  used  to  determine  who  in  DIS  has  an  SCI 
clearance. 

Data  is  used  also  to  monitor  the  program  within  DIS. 

USERS 

DIS  Security  Officer,  and  his  office. 

Chief,  DIS  Special  Investigations  Center,  to  determine  SCI  clear¬ 
ance  for  assignment  of  investigative  duties  entailing  access. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

All  data  is  maintained  in  one  file  folder.  The  roster  is  provided  by 
DIA.  Copies  of  clearance  certificates  are  maintained  for  each  individ¬ 
ual  having  the  special  access.  When  a  person  is  taken  off  this  access 
and  has  been  debriefed,  this  is  noted  in  the  file. 

Storage: 

Paper  records  in  file  folder. 

Retrievability: 

Roster  is  in  alphabetical  order;  clearances  are  filed  in  chronological 
order.  ' 

Safeguards: 

Files  are  maintained  in  an  authorized  security  container  within  a 
locked  room.  The  Federal  Protective  Service  controls  entrance  to 
the  building. 

Retention  and  disposal: 

Records  are  maintained  for  the  period  that  the  individual  is  grant¬ 
ed  the  special  access  and  then  for  one  year  thereafter. 

System  manager(s)  and  address: 

Chief,  Security  Division  (D0146),  Defence  Investigation  Service, 
1000  Independence  Ave.  S.W.,  Washington,  DC  20314 

Notification  procedure: 

Information  may  be  obtained  from: 

SYSMANAGER,  Chief,  Security  Division,  Defense  Investigative 
Service,  Room  3F087,  Forrestal  Building,  1000  Independence  Ave. 
S.W.,  Washington,  DC  20314,  Telephone:  Area  Code  202/693-0720 

Record  access  procedures: 

Requests  from  individuals  should  be  addressed  to:  Assistant  for 
Information,  Defense  Investigative  Service,  ATTN:  D0020,  Room 
2H043,  Forrestal  Building,  1000  Independence  Ave.  S.W.,  Washing¬ 
ton,  DC  20314. 

Written  requests  for  information  should  contain  the  full  name  of 
the  individual,  current  address  and  telephone  number.  Visits  are 
limited  to  Office  of  Information,  Defense  Investigative  Service, 
Room  2H043,  Forrestal  Building,  1000  Independence  Ave.  S.W., 
Washington,  DC -203 14 

Contesting  record  procedures: 

The  agency’s  rules  for  contesting  contents  and  appealing  initial 
determinations  may  be  obtained  from  the  Assistant  for  Information, 
at  the  above  listed  address 

Record  source  categories: 

Personnel  Security  File  on  the  individual. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 


UNIFORMED  SERVICES  UNIVERSITY  OF 
HEALTH  SCIENCES 


REQUESTING  RECORDS 

Records  are  retrieved  by  name  or  by  some  other  personal  identifi¬ 
er.  It  is  therefore  especially  important  for  expeditious  service  when 
requesting  a  record  that  particular  attention  be  provided  to  the  Noti¬ 
fication  and/or  Access  Procedures  of  the  particular  record  system 
involved  so  as  to  furnish  the  required  personal  identifiers,  or  any 
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other  pertinent  personal  information  as  may  be  required,  to  locate 
and  retrieve  the  record. 

BLANKET  ROUTINE  USES 

Certain  blanket  ’routine  uses’  of  the  records  have  been  established, 
that  are  applicable  to  every  record  system  maintained  within  the 
Department  of  Defense,  unless  specifically  stated  otherwise  within  a 
particular  record  system.  These  additional  blanket  routine  uses  of  the 
records  are  published  below,  only  once  in  the  interest  of  simplicity, 
economy  and  to  avoid  redundancy,  before  the  individual  record 
system  notices  begin  rather  than  repeating  them  in  every  individual 
record  system. 

ROUTINE  USE  -  LAW  ENFORCEMENT 

In  the  event  that  a  system  of  records  maintained  by  this  compo¬ 
nent  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system  of  records 
may  be  referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  rule,  regulation  or  order  issued  pursuant 
thereto. 

ROUTINE  USE  -  DISCLOSURE  WHEN 
REQUESTING  INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  a  federal,  state  or  local  agency 
maintaining  civil,  criminal  or  other  relevant  enforcement  information 
or  other  pertinent  information,  such  as  current  licenses,  if  necessary 
to  obtain  information  relevant  to  a  component  decision  concerning 
the  hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant 
or  other  benefit. 

ROUTINE  USE  -  DISCLOSURE  OF  REQUESTED 
INFORMATION 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  to  a  federal  agency,  .in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  issuance 
of  a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

ROUTINE  USE  ■  CONGRESSIONAL  INQUIRIES 

Disclosure  from  a  system  of  records  maintained  by  this  component 
may  be  made  to  a  congressional  office  from  the  record  of  an  individ¬ 
ual  in  response  to  an  inquiry  from  the  congressional  office  made  at 
the  request  of  that  individual. 

ROUTINE  USE  WITHIN  THE  DEPARTMENT  OF 
DEFENSE 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  other  components  of  the  Depart¬ 
ment  of  Defense  if  necessary  and  relevant  for  the  performance  of  a 
lawful  function  such  as,  but  not  limited  to,  personnel  actions,  person¬ 
nel  security  actions  and  criminal  investigations  of  the  Component 
requesting  the  record. 

ROUTINE  USE  -  PRIVATE  RELIEF  LEGISLATION 

Relevant  information  contained  in  all  systems  of  records  of  the 
Department  of  Defense  published  on  or  before  August  22,  1975,  will 
be  disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB 
Circular  A- 19  at  any  stage  of  the  legislative  coordination  and  clear¬ 
ance  process  as  set  forth  in  that  Circular. 

ROUTINE  USE  -  DISCLOSURES  REQUIRED  BY 
INTERNATIONAL  AGREEMENTS 

A  record  from  a  system  of  records  maintained  by  this  Component 
may  be  disclosed  to  foreign  law  enforcement,  security,  investigatory, 
or  administrative  authorities  in  order  to  comply  with  requirements 
imposed  by,  or  to  claim  rights  conferred  in  international  agreements 
and  arrangements  including  those  regulating  the  stationing  and  status 


in  foreign  countries  of  Department  of  Defense  military  and  civilian 
personnel. 

ROUTINE  USE  -  DISCLOSURE  TO  STATE  AND 
LOCAL  TAXING  AUTHORITIES 

Any  information  normally  contained  in  IRS  Form  W-2-  which  is 
maintained  in  a  record  from  a  system  of  records  maintained  by  this 
Component  may  be  disclosed  to  State  and  local  taxing  authorities 
with  which  the  Secretary  of  the  Treasury  has  entered  into  agree¬ 
ments  pursuant  to  Title  S,  U.S.Code,  Sections  5516,  5517,  5520,  and 
only  to  those  State  and  local  taxing  authorities  for  which  an  employ¬ 
ee  or  military  member  is  or  was  subject  to  tax  regardless  of  whether 
tax  is  or  was  withheld.  This  routine  use  is  in  accordance  with 
Treasury  Fiscal  Requirements  Manual  Bulletin  Nr.  76-07. 

ROUTINE  USE  -  DISCLOSURE  TO  THE  OFFICE 
OF  PERSONNEL  MANAGEMENT 

A  record  from  a  system  of  records  subject  to  the  Privacy  Act  and 
maintained  by  this  component  may  be  disclosed  to  the  Office  of 
Personnel  Management  concerning  information  on  pay  and  leave, 
benefits,  retirement  deductions,  and  any  other  information  necessary 
for  the  Office  of  Personnel  Management  to  carry  out  its  legally 
authorized  Government-wide  personnel  management  functions  and 
studies. 

ROUTINE  USE  -  DISCLOSURE  OF 
INFORMATION  TO  NARS  (GSA) 

A  record  from  a  system  of  records  maintained  by  this  component 
may  be  disclosed  as  a  routine  use  to  the  National  Archives  and 
Records  Service  of  the  General  Services  Administration  in  records 
management  inspections  conducted  under  authority  of  44  U.S.C.  2904 
and  2906. 

ROUTINE  USE  -  DISCLOSURE  TO  DEPARTMENT 
OF  HEALTH,  EDUCATION,  AND  WELFARE 

All  systems  of  records  relating  to  compensation,  employment  or 
retirement,  or  extracts  therefrom,  maintained  by  this  Component  may 
be  disclosed  as  a  routine  use  to  the  Department  of  Health,  Education, 
and  Welfare  for  the  purpose  of  comparing  such  record  with  records 
of  programs  administered  by  and  in  the  possession  of  the  Department 
of  Health,  Education,  and  Welfare  in  order  to  verify  information 
where  such  verification  is  required  by  law  or  regulation  or  to  identi¬ 
fy  violations  or  potential  violations  of  law,  whether  criminal,  civil,  or 
regulatory,  and  whether  arising  by  general  statute  or  particular  pro¬ 
gram  statute,  or  by  regulation,  rule,  or  order  issued  pursuant  thereto. 


WUSUOl 

System  name: 

Uniformed  Services  University  of  the  Health  Sciences  (USUHS) 
Personnel  Files  ' 

System  location: 

A  central  personnel  record  file  will  be  maintained  at  the  USUHS 
Personnel/Manpower  Office,  4301  Jones  Bridge  Road,  Bethesda, 
MD  20014.  Copies  of  Hi’s  and  curriculum  vitae’s  of  applicants  and 
■employees  will  be  maintained  in  the  Personnel/Manpower  office  as 
by  the  Dean  of  the  School  of  Medicine,  and  by  the  Department 
Chairman,  having  a  need  for  the  information.  A  supplemental  file 
consisting  of  summary  data  on  each  civilian  employee  will  be  stored 
in  the  computer  at  Bolling  AFB,  Washington,  D.  C.  20332;  for 
military  personnel  assigned  to  USUHS;  at  WRAMC  military  person¬ 
nel  office,  NNMC  military  personnel  office,  Andrews  AFB  personnel 
office  and  at  PHS  personnel  office,  Parklawn  Bldg.,  Rockville,  MD 
20850.  Home  phone  numbers  of  key  personnel  will  be  provided  to 
other  key  personnel,  and  those  of  students  to  other  students  on  a 
need-to-know  basis,  and  only  with  the  express  permission  of  the 
individual  concerned,  for  an  emergency  call  system.  Biographical 
information  on  students  to  be  maintained  in  the  Commandant’s  office. 

Categories  of  individuals  covered  by  the  system: 

Records  will  be  maintained  on  all  personnel  assigned  to  USUHS 
full-time  and  part-time. 

Categories  of  records  in  the  system: 

The  typie  of  information  which  will  be  maintained  on  employees  is 
as  follows;  Identity  and  demographic  information  (e.g.,  SSAN,  name, 
sex,  address,  birth  date,  minority  status,  etc.).  Academic  and  experi¬ 
ence  background  data  consisting  of:  (1)  Schools  attended;  (2)  De¬ 
grees  eam^;  (3)  Work  experience,  awards,  etc.;  (4)  Letters  of  refer¬ 
ence,  performance  evaluations,  etc.;  (5)  Time  and  attendance  cards; 
and  (6)  Biographical  data  file. 
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Authority  for  maintenance  of  the  system: 

Title  10,  United  States  Code,  Section  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses: 

INTERNAL  USERS,  USES.  AND  PURPOSES 

The  System  will  be  used  for  documenting  the  work  experience  of 
applicants  and  USUHS  personnel  and  for  notification  of  key  person¬ 
nel  in  case  of  emergency  during  nonworking  hours.  Biographical 
data  file  will  be  us^  for  providing  background  information  on 
USUHS  students  to  lecturers. 

EXTERNAL  USERS,  USES,  AND  PURPOSES 

See  Office  of  the  Secretary  of  Defense  (OSD)  Blanket  Routine 
Uses  at  the  head  of  this  Component’s  published  system  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Material  stored  in  file  folders. 

Retrievahility: 

The  system  will  be  indexed  by  name  and  SSAN.  Records  will  be 
available  to:  The  individual  concerned.  Employees  of  USUHS  on  a 
need  to  know  basis.  Other  agencies  of  the  Government  to  satisfy 
requests  for  routine  reports. 

Safeguards: 

The  file  will  be  maintained  in  securable  file  cabinets. 

Retention  and  disposal: 

Indefinite  files  that  are  retained  while  the  individual  is  employed 
and  then  retired. 

System  managerfs)  and  address: 

The  personnel  officer  of  the  University  will  be  the  custodian  of 
this  file  (business  address:  4301  Jones  Bridge  Road,  Bethesda,  Mary¬ 
land  20014).  Telephone:  202-295-2158.  , 

Notification  procedure: 

Inquiries  regarding  the  personnel  files  should  be  directed  to  the 
System  Manager. 

Record  access  procedures: 

Information  on  the  procedures  for  gaining  access  to  and  contesting 
records  will  be  furnished  each  employee  by  the  Personnel  Office 
upon  entry  into  duty  with  USUHS. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories: 

Information  contained  in  the  file  is  furnished  by  the  employee, 
supervisors  and  references  supplied  by  the  employee. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

WUSU02 

System  name: 

Uniformed  Services  University  of  the  Health  Sciences  (USUHS) 
Payroll  System. 

System  location: 

Central  files  are  maintained  at  Bolling  Air  Force  Base  Accounting 
and  Finance  Office,  Civilian  Pay  Branch.  Satellite  file  maintained  at 
USUHS  Administrative  Offices  at  4301  Jones  Bridge  Road,  Bethesda, 
Maryland  20014. 

Categories  of  individuals  covered  by  the  system: 

All  civilian  personnel  paid  by  the  USUHS. 

Categories  of  records  in  the  system: 

Information  contained  in  the  system  includes:  Name,  SSAN,  Pay 
Grade,  Number  of  Withholding  Exemptions,  Gross  and  Net  Pay, 
Other  Earnings  and  Leave  Information  (including  Time  and  Attend¬ 
ance  Records). 

Authority  for  maintenance  of  the  system: 

Title  10,  United  States  Code,  Section  136. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

INTERNAL  USERS,  USES,  AND  PURPOSES 

The  system  will  produce  data  for  budget  purposes  and  as  backup 
information  for  audits. 

EXTERNAL  USERS,  USES,  AND  PURPOSES 


See  Office  of  the  Secretary  of  Defense  (OSD)  Blanket  Routine 
Uses  at  the  head  of  this  Component’s  published  system  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

The  information  will  be  stored  as  computer  printout. 

Retrievahility: 

The  system  will  be  indexed  by  name. 

Safeguards: 

The  information  will  be  available  for  personnel  in  the  Personnel/ 
Manpower  Directorate  of  the  USUHS  or  other  personnel  who  have 
a  demonstrated  need  to  know,  e.g.,  auditors.  Congress,  etc.  The 
material  will  be  stored  in  metal  file  containers. 

Retention  and  disposal: 

The  records  will  be  maintained  for  one  year  and  then  destroyed  by 
burning. 

System  managerfs)  and  address: 

The  responsible  official  in  the  USUHS  for  the  Civilian  Pay  System 
is  the  Director  of  Personnel/Manpower,  4301  Jones  Bridge  Road, 
Bethesda,  Maryland  20014.  Telephone:  202-295-2180. 

Notification  procedure: 

Any  inquiries  should  be  directed  to  the  Personnel/Manpower  Di¬ 
rectorate  at  the  above  address. 

Record  access  procedures: 

Information  may  be  accessed  in  person  at  the  above  address.  Re¬ 
quests  for  change  to  the  information  must  be  made  in  writing  at  the 
above  address. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories: 

Computerized  pay  records  from  Bolling  Air  Force  Base  Account¬ 
ing  and  Finance  Office. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

WUSU03 

System  name: 

Uniformed  Services  University  of  the  Health  Sciences  (USUHS) 
Student  Record  System. 

System  location: 

The  file  will  be  maintained  in  the  Registrar’s  Office,  USUHS,  4301 
Jones  Bridge  Road,  Bethesda,  Maryland  20014. 

Supplemental  file  consisting  of  student  evaluation  forms,  grades, 
and  course  examinations  pertaining  to  their  Department,  will  be 
maintained  in  each  department  by  department  chairmen,  as  well  as  in 
the  Registrar’s  office. 

Categories  of  individuals  covered  by  the  system: 

Records  will  be  maintained  on  all  students  who  matriculate  to  the 
University. 

Categories  of  records  in  the  system: 

Grade  reports  and  instructor  evaluations  of  performance/achieve¬ 
ment;  transcripts  summarizing  by  course  title,  grade,  and  credit 
hours;  records  of  disciplinary  action;  records  of  awards,  honors,  or 
distinctions  earned  by  students;  and  data  carried  forward  from  the 
Applicant  File  System. 

Authority  for  maintenance  of  the  system: 

Public  Law  92-426,  Ch  104,  Section  2114. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

INTERNAL  USERS,  USES,  AND  PURPOSES 

The  System  will  be  used  for  documenting  the  academic  achieve¬ 
ment  of  students. 

EXTERNAL  USERS,  USES,  AND  PURPOSES 

See  Office  of  the  Secretary  of  Defense  (OSD)  Blanket  Routine 
Uses  at  the  head  of  this  Component’s  published  system  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders. 

Retrievahility: 

The  system  will  be  indexed  by  name  and  SSAN. 
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Safeguards: 

Records  will  be  maintained  in  metal  file  cabinets  in  a  securable 
area.  j 

Retention  and  disposal: 

Records  will  be  maintained  permanently. 

System  managers)  and  address: 

The  Registrar  of  the  University,  4301  Jones  Bridge  Road,  Bethes- 
da,  Maryland  20014. 

Notification  procedure: 

Information  may  be  obtained  from: 

USUHS 

Registrar’s  Office 
4301  Jones  Bridge  Road 
Bethesda,  Maryland  20014 
Telephone:  202-295-2118 

Record  access  procedures: 

Requests  to  review  individual  student’s  records  may  be  made  by 
telephone  or  visit  to  the  Registrar’s  Office,  USUHS,  4301  Jones 
Bridge  Road.  Bethesda,  Maryland  20014. 

Written  requests  should  include  name,  SSAN,  and  dates  attended. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories:' 

Information  is  furnished  by  instructor  personnel. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

WUSU04 

System  name: 

Uniformed  Services  University  of  the  Health  Sciences  (USUHS) 
Applicant  Record  System. 

System  location: 

A  central  applicant  record  file  will  be  maintained  at  the  USUHS 
Admission  Office,  4301  Jones  Bridge  Road,  Bethesda,  Maryland 
20014. 

A  supplemental  file  consisting  of  summary  data  on  each  applicant 
to  be  derived  from  data  collected  in  the  central  file,  will  be  stored  on 
magnetic  tape  and  maintained  at  the  Pentagon  Computer  Center, 
Washington,  D.  C. 

Categories  of  individuals  covered  by  the  system: 

Records  will  be  maintained  on  all  individuals  applying  for  admis¬ 
sion. 

Categories  of  records  in  the  system: 

Identity  and  demographic  information  (e.g.,  SSAN,  name,  sex, 
minority  status,  address,  birth  date,  citizenship,  etc.);  Academic  and 
aptitudinal  background  data  consisting  of:  (I)  Schools  attended,  (2) 
Degrees  earned,  (3)  GPA  for  college  and  graduate  work,  (4)  Course 
hours  completed  in  college  and  graduate  school,  (5)  Medical  College 
Admission  Test  scores  and  percentiles;  information  regarding  work 
experience,  socioeconomic  background,  hobbies,  extracurricular  in¬ 
volvements  in  college,  community/service  activities,  honors  and 
awards  achieved,  and  professional  and/or  societal  contributions;  Let¬ 
ters  of  reference;  biographies;  personal  statements  (autobiographical 
in  nature);  service  preference  statement;  interview  evaluations;  test 
results  and  personality  inventory  scores  on  instruments  used  to  assess 
noncognitive  potential  and  aptitude;  official  college  transcripts  and 
health  data.  Unsolicited  information  provided  by  applicants  will  also 
normally  be  retained  when  such  information  pertains  to  the  matters 
describe  above. 

Authority  for  maintenance  of  the  system: 

Public  Law  92-426,  Ch  104,  Section  2114. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

INTERNAL  USERS,  USES,  AND  PURPOSES 

The  system  will  be  used  for  selecting  students  to  USUHS,  and 
conducting  studies  of  the  selection  process. 

EXTERNAL  USERS,  USES,  AND  PURPOSES 

See  Office  of  the  Secretary  of  Defense  (OSD)  Blanket  Routine 
Uses  at  the  head  of  this  Component's  publish^  system  notices. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage: 

Paper  records  in  file  folders  and  magnetic  tape. 


Retiievability: 

The  central  file  will  be  indexed  by  name.  The  computer  file  will  be 
sequenced  by  SSAN,  with  data  retrievable  by  any  single  or  combina¬ 
tion  of  variables  stored,  e.g.,  sex,  minority  status,  ranking  by  aca¬ 
demic  performance,  ranking  by  test  achievement,  state  of  residence, 
college  attended,  etc. 

Safeguards: 

All  material  will  be  maintained  in  metal  rotary  files  in  a  securable 
office;  the  satellite  file  on  disks,  securely  stored  at  the  Pentagon 
Computer  Center. 

Retention  and  disposal: 

Records  of  applicants  who  matriculate  to  the  school  will  be  con¬ 
verted  to  students  records  and  maintained  permanently.  Records  of 
applicants  who  do  not  matriculate  will  be  retained  for  five  years  and 
then  destroyed  by  burning.  Portions  of  the  record  may  be  retained 
on  magnetic  tape  for  longer  periods. 

System  managerfs)  and  address: 

The  USUHS  officer  who  will  be  responsible  for  the  Applicant 
Record  System  is  the  Assistant  Dean  for  Academic  Support  (business 
address:  4301  Jones  Bridge  Road,  Bethesda,  Maryland  20014). 

Notification  procedure: 

Inquiries  regarding  the  sytem  should  be  directed  to  the  Assistant 
Dean  for  Ac^emic  Support,  4301  Jones  Bridge  Road,  Bethesda, 
Maryland  20014.  Telephone:  202-295-2125. 

Record  access  procedures: 

Request  for  access  for  an  individuals’s  file  should  be  made  by 
either  writing  or  calling  the  Assistant  Dean  for  Academic  Support. 

For  written  requests  the  information  should  contain  the  full  name 
of  the  individual,  current  address  and  telephone  number. 

Contesting  record  procedures: 

The  Agency’s  rules  for  access  to  records  and  for  contesting  con¬ 
tents  and  appealing  initial  determinations  by  the  individual  concerned 
are  contained  in  32  CFR  286b  and  OSD  Administrative  Instruction 
No.  81. 

Record  source  categories: 

The  bulk  of  the  information  in  the  system  will  be  furnished  by  the 
applicants.  It  will  be  either  prepared  by  them  personally,  or  submit¬ 
ted  by  other  individuals/agencies  in  their  behalf  at  their  (the  appli¬ 
cants’)  specific  request.  The  remaining  elements  of  the  systems,  the 
data  not  furnished  by  the  applicants,  will  consist  of  evaluative  rec¬ 
ords  prepared  and  developed  by  admissions  personnel  based  on  inter¬ 
views,  school  administer^  tests,  and  analyses  of  applicant  records. 

Systems  exempted  from  certain  provisions  of  the  act: 

None 

[BILLING  CODE  3810-70] 
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